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GRINNELL CITY COUNCIL REGULAR SESSION MEETING 
MONDAY, AUGUST 17, 2015 AT 7:00 P.M. 

IN THE COUNCIL CHAMBERS  
 
TENTATIVE AGENDA 
1) Roll Call:   
 
2) Perfecting and Approval of Agenda  

 
3) Consent Agenda: 

All items listed under the consent agenda will be enacted by one motion. There will be no separate 
discussion of these items unless a request is made prior to the time Council votes on the motion. 
 Previous minutes as drafted from the Monday, August 3, 2015 Regular 

Session. 
 Approve tax abatement application from James F. and Rosemarie Shephard 

for 309 Broad Street (Resolution No. 2015-84). 
 Delmar Lender resignation from the Public Services Department effective 

August 30, 2015.  
 Rod See resignation from the Grinnell Police Department effective August 30, 

2015. 
 Consider request from Grinnell Vintage Auto Club to have the 42nd Annual 

Grinnell Vintage Auto Show in Central Park on Saturday, August 22, 2015 
with the street blockage requests. 

 Review Campbell Fund requests. 
 

4) Public Hearings:   
 
5) Meeting Minutes/Communications: 

a) Finance Committee minutes:  August 3, 2015. 
b) Planning Committee minutes:  August 3, 2015. 
c) Public Works and Grounds Committee minutes:  August 3, 2015. 
d) July 2015 Monthly Treasurers Report. 
e) FY 2015 Annual Financial Report. 
f) July 2015 Monthly Police Report. 
g) July 2015 Building Permit Report. 
 

6)  Committee Business:      
 

A. Report from the Finance Committee    
1. Consider resolution setting the salary for the City Clerk/Finance Director 

for FY 2016 and FY 2017 (See Resolution No. 2015-85). 
2. Consider resolution approving a professional services agreement with 

Shive-Hattery, Inc. for Iowa Economic Development Authority Site 
Certification Program (See Resolution No. 2015-86). 

3. Discuss AT&T lease renewal for additional equipment space. 
4. Review bids received on the city owned residential lots. 
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B. Report from the Planning Committee     
 
1. Discuss requests for façade funding. 
2. Update on CDBG Downtown Revitalization Project. 

 
C. Report from the Public Safety Committee 

1. Consider approval of the amended City of Grinnell Employee Safety 
Manual (See Resolution No. 2015-87). 

 
D. Report from the Public Works and Grounds Committee  

1. Consider approval of the amended supplemental agreement for 
maintenance of Primary Roads in Municipalities between the Iowa 
Department of Transportation and city of Grinnell for FY2016.  

2. Consider resolution approving the contract for the Community 
Development Block Grant (CDBG) Program Contract for the 2015 West 
Side Sanitary Sewer Rehabilitation Project (See Resolution No. 2015-88). 

3. Consider setting public hearing on the USDA Rural Development Grant 
Application for September 8, 2015 at 7:00 p.m. 

 
 
7) Inquiries: 

 
8) Adjourn 
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GRINNELL CITY COUNCIL REGULAR SESSION MEETING 
MONDAY, AUGUST 3, 2015 AT 7:00 P.M. 

IN THE COUNCIL CHAMBERS  
 
MINUTES 
The Grinnell City Council met in regular session Monday, August 3, 2015 at 7:00 p.m. in 
the council chambers.  Mayor Canfield presided with the following council members in 
attendance:  White, Burnell, Hansen, Hueftle-Worley and Wray.  Absent:  Bly.  Also 
present were Chris Johnson, John Clayton, Dennis Reilly, Russ Behrens and Kay 
Cmelik. 
 
AGENDA 
 
Hueftle-Worley made the motion, second by Wray to approve the agenda.  AYES:  5-0.  
Motion carried.       
 
CONSENT AGENDA 
 
Hueftle-Worley made the motion, second by Wray to approve the consent agenda as 
follows: 

 Previous minutes as drafted from the Monday, July 20, 2015 Regular 
Session. 

 Approve City Claims and Payroll for July 7, 2015 through and including 
August 3, 2015. 

 Approve tax abatement application from LICH, Inc. for 826 Reed Street, 
Grinnell, Iowa (Resolution No. 2015-76). 

 Review Campbell Fund requests. 
 

AYES:  5-0.  Motion carried. 
 

PUBLIC HEARINGS 
 
The Mayor announced that it was the time and place for the proposed contract 
documents (including the plans, specifications, and form of contract) and estimated 
construction cost for the Grinnell Façade Rehabilitation project.   He asked if there were 
any comments for or against said project.  There were none. 
 
Hueftle-Worley made the motion, second by Wray to close the public hearing at 7:03 
p.m.  AYES:  5-0.  Motion carried. 
 
ROUTINE BUSINESS 
 
The council acknowledged receipt of the previous council committee/board meeting 
minutes as follows: 
 

a) Finance Committee minutes:  July 20, 2015. 
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b) Planning Committee minutes:  July 20, 2015. 
c) Public Safety Committee minutes:  July 20, 2015. 
d) Public Works and Grounds Committee minutes:  July 20, 2015. 
e) Hotel and Motel Tax Committee Minutes:  June 23, 2015.  

 
No action was necessary. 
 
FINANCE COMMITTEE  
 
The council briefly discussed the city clerk/finance director’s compensation.  A 
resolution will be prepared for consideration at the next regular meeting.  No official 
action was taken. 
 
PLANNING COMMITTEE 

 
Hansen made the motion, second by Burnell to approve RESOLUTION NO. 2015-77 - 
Resolution to approve the REAP Application for the Grinnell Area Recreational Trail 
Extension.  AYES:  5-0.  Motion carried. 
 
The council discussed the bids received for the Community Development Block Grant 
(CDBG) Façade Rehabilitation. Garling Construction, Inc was the apparent low bidder 
but no action was taken.  
 
PUBLIC WORKS AND GROUNDS COMMITTEE 
 
Hueftle-Worley made the motion, second by Wray to approve RESOLUTION NO. 2015-
78 - Resolution authorizing payment of contractor’s pay request No. 10 in the amount of 
$150,773.36 to Con-Struct, Inc. of Marshalltown, Iowa for the Central Business District 
Phase 4 Reconstruction Project.  AYES:  5-0.  Motion carried. 
 
Hueftle-Worley made the motion, second by Wray to approve RESOLUTION NO. 2015-
79 - Resolution authorizing payment of contractor’s pay request No. 8 in the amount of 
$17,158.64 to Steven’s Concrete Limited for the Grinnell Regional Airport Snow 
Removal Equipment Storage Building.  AYES:  5-0.  Motion carried. 
 
Hueftle-Worley made the motion, second by Wray to approve RESOLUTION NO. 2015-
80 - Resolution authorizing payment of contractor’s pay request No. 3 in the amount of 
$38,000 to Jasper Construction Services Inc. of Newton, Iowa for the Central Business 
District Maintenance Project.  AYES:  5-0.  Motion carried. 
 
Hueftle-Worley made the motion, second by Wray to approve RESOLUTION NO. 2015 
-81 - Resolution authorizing payment of contractor’s pay request No. 1 in the amount of 
$9,685.25 to Jasper Construction Services Inc. of Newton, Iowa for the Sunset Street 
Paving Improvement Project.  AYES:  5-0.  Motion carried. 
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Hueftle-Worley made the motion, second by Wray to approve RESOLUTION NO. 2015-
82 - Resolution authorizing payment of contractor’s pay request No. 2 in the amount of 
$264,258.24 to Jasper Construction Services Inc. of Newton, Iowa for the 8th Avenue 
Pavement Replacement Project - STP-U-3127(627)—70-79. AYES:  5-0.  Motion 
carried. 
 
Hueftle-Worley made the motion, second by Wray to approve RESOLUTION NO. 2015-
83 - Resolution authorizing payment of contractor’s pay request No. 3 in the amount of 
$90,830.15 to Jasper Construction Services Inc. of Newton, Iowa for the Highway 6 
Underpass Bike Trail Project.  AYES:  5-0.  Motion carried.  
 
Hueftle-Worley made the motion, second by Wray to approve a memorandum of 
understanding between the city of Grinnell and Iowa Department of Natural Resources 
– Forestry Bureau for an Alliant Operation ReLeaf Distribution site for Fall 2015.  AYES:  
5-0.  Motion carried. 
  
Hueftle-Worley made the motion, second by Wray to request to leave the utilities 
capped at the property line for a maximum of two years at 702 2nd Avenue with the 
possibility for an extension, if needed.  AYES:  5-0.  Motion carried. 
 
INQUIRIES 
 
There was a request for additional road closure signage for the Sunset Street Paving 
Project.   

 
John Clayton of 428 Hamilton Avenue voiced his concern with the ITM foreclosure. 
 
ADJOURN 
 
Wray made the motion, second by White to adjourn at 7:16 p.m.  AYES:  All.  Motion 
carried. 
 
 
                           
            GORDON R. CANFIELD, MAYOR 
 
ATTEST: 
 
 
                  
P. KAY CMELIK, CITY CLERK/FINANCE DIRECTOR 
 
 



RESOLUTION NO.  2015-84 
 

A RESOLUTION TO APPROVE IMPROVEMENT PROJECTS AS SUBMITTED 
FOR PROPERTY AND REQUEST TAX EXEMPTION FOR THIS 
IMPROVEMENT ACCORDING TO 2013 CENTRAL URBAN REVITALIZATION 
PLAN (James F. and Rosemarie Shephard, 309 Broad Street).  
 
BE IT RESOLVED by the Grinnell City Council that the improvement project as 
listed below meets the requirements to qualify for tax exemption as stated in 
Grinnell Urban Revitalization Plan, and 
 
BE IT FURTHER RESOLVED that tax exemptions are subject to review by the 
Poweshiek County Assessor and that exemptions are not valid until 
improvements are completed. 
 
NOW, THEREFORE, BE IT RESOLVED that the Application for Urban 
Revitalization tax exemption as submitted for the following property is approved 
by the Grinnell City Council: 
 

Urban Revitalization:  James F. and Rosemarie Shephard, 309 Broad 
Street. 
 
All qualified real estate assessed as residential. 100% abatement for 10 
years.  Improvements must increase the assessed value of the building by 
a minimum of 10% and be in an amount not less than $10,000. 
 

 
PASSED AND APPROVED THIS 17th day of August, 2015. 
 
 
 
      ____________________________ 
      Gordon Canfield, Mayor 
 
 
 
Attest: 
 
 
____________________________________ 
P. Kay Cmelik, City Clerk/Finance Director 
 









  
  
To:  Chief  Dennis  Reilly  
  
Subject:  Resignation    
  
Date:  July  31,  2015  
  
From:  Rodney  See  
  
  
  
This  letter  will  confirm  my  resignation  as  a  Police  Officer  for  Grinnell  Police  Department.  
  
I  have  accepted  a  position  as  Deputy  sheriff  with  the  Poweshiek  County  Sheriff’s  Office.  I  look  
forward  to  my  future  with  the  sheriff’s  office,  and  continued  work  in  law  enforcement.  
  
My  last  day  of  work  will  be  August  27th.  My  last  day  of  employment  with  the  Grinnell  Police  
Department  will  be  August  30th.    With  my  crime  prevention  collateral  this  will  give  me  time  to  
turn  over  that  collateral  to  another  and  time  to  train  my  replacement.  I  will  assist  the  Grinnell  
Police  Department  in  anyway  I  can  during  this  transition.  This  notice  will  satisfy  as  my  30  day  
notice  ensuring  I  will  be  paid  my  remaining  vacation  and  sick  time  bank.    
  
Working  at  the  Grinnell  Police  Department  has  been  very  rewarding  experience.  I’m  thankful  
for  the  friendships  I  have  gained,  and  will  miss  working  with  all  of  the  employees  in  the  
department.    
  
  
  
  
Sincerely,  
  
Rodney  See  
  
  

7-31-15



Aug. 4, 2015 
 

 
 
 

To: City of Grinnell 
 
 
 
 

The Grinnell Vintage Auto Club would like to have the 42 n d  Annual Grinnell Vintage Auto Show in Central 

Park on Saturday, August 22nd, 2015. 
 

We would like to reserve Central Park for the day of the show and to have access to the park grounds on 

Friday, August 21st and Saturday, August 22nd. The Friday access would be for marking off parking spaces 

and to set up tents to be used the day of the show. 
 

We are also requesting permission to block access to through traffic from 3rd to 4th Avenues on Broad 

and Park Streets, and Commercial Street from Broad Street west to the alley between Main and Broad 

Streets. 

 
We would like to invite Mayor Gordon Canfield to come and choose the Mayor's Choice winner at the 

car show on August 22nd. 

 
The Grinnell Vintage Auto Club appreciates your support and invites you to come and enjoy the show. 

Please contact me if you have any questions. 

 
Thank you, 

 
Andy Henderson, President 

Grinnell Vintage Auto Club 

1523 Prairie St 

Grinnell, IA  50112 

641-990-6388 



Grinnell FINANCE COMMITTEE Meeting 
MONDAY, AUGUST 3, 2015 AT 5:30 P.M. 

IN THE 1ST FLOOR CONFERENCE ROOM OF THE 
GRINNELL COMMUNITY CENTER 

 
 
MINUTES 

PRESENT:   Wray (Chair), White, Hansen.   Also present were Mayor Canfield, Sondra 
Burnell, Duane Neff, Russ Behrens and Kay Cmelik.   
 
PERFECTING AND APPROVAL OF AGENDA:      Approved as presented. 
 
COMMITTEE BUSINESS: 
 

1. The committee discussed the City Clerk/Finance Director’s compensation.   The 
position was reviewed according to the D62 positions in the city’s Compensation 
and Benefits Study as well as the years of service with the city.  After doing so it 
was deemed the position warrants an adjustment to align the compensation with 
upper end department head positions requiring a broad base of knowledge and 
education, complex decision making and decisions about resources allocation.   A 
resolution will be prepared for consideration at the next regular meeting amending 
the salary for FY 2016 and setting the salary for FY 2017 accordingly.  No official 
action was necessary. 

   
INQUIRIES:  None. 
 
The meeting was adjourned at 6:10 p.m. 
 
 
              
      JO WRAY, CHAIR 
 
ATTEST: 
 
 
            
P. KAY CMELIK, CITY CLERK/FINANCE DIRECTOR 
 
 
 
 
 
 
 
 



          GRINNELL PLANNING COMMITTEE Meeting 
MONDAY, AUGUST 3, 2015 AT 4:45 P.M. 
IN THE COUNCIL CHAMBERS OF THE 

GRINNELL COMMUNITY CENTER  
 
 
MINUTES 
PRESENT:   Burnell, Hansen.    Absent:  Bly.  Also present Mayor Canfield, Duane 
Neff, Russ Behrens and Kay Cmelik. 
 
PERFECTING AND APPROVAL OF AGENDA:   Approved as presented. 
 
COMMITTEE BUSINESS: 
 

1. Burnell made the motion, second by Hansen to recommend approval of  
Resolution No. 2015-77 - Resolution to approve the REAP Application for 
the Grinnell Area Recreational Trail Extension.  AYES:  2-0.  Motion 
carried. 

   
2. The committee discussed the bids for the Community Development Block 

Grant (CDBG) Façade Rehabilitation.  Garling Construction, Inc. was the 
apparent low bid.  The contract award will not take place until RDG 
Planning and Design has the opportunity to meet with the building owners. 

 
 
The meeting was adjourned at 4:55 p.m. 
 
   
                           
           GORDON R. CANFIELD, MAYOR 
 
ATTEST: 
 
                 
P. KAY CMELIK, CITY CLERK/FINANCE DIRECTOR 

 
 
       
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Grinnell PUBLIC WORKS AND GROUNDS Meeting 
MONDAY, AUGUST 3, 2015 AT 6:15 P.M. 
IN THE COUNCIL CHAMBERS OF THE 

GRINNELL COMMUNITY CENTER 
 
MINUTES 

PRESENT:   Hueftle-Worley (Chair), Wray.  Absent: Bly.  Also present were Mayor 
Canfield, Dave Popp, Duane Neff, Jim White, Russ Behrens and Kay Cmelik.    
 
PERFECTING AND APPROVAL OF AGENDA:      Approved as presented. 
 
COMMITTEE BUSINESS: 
 

1. There was a brief discussion on the responsibilities for sewer and water 
service lines. No action was taken. 

2. Wray made the motion, second by Hueftle-Worley to recommend approval 
of Resolution No. 2015-78 - Resolution authorizing payment of 
contractor’s pay request No. 10 in the amount of $150,773.36 to Con-
Struct, Inc. of Marshalltown, Iowa for the Central Business District Phase 4 
Reconstruction Project.  AYES:  2-0.  Motion carried. 

3. Wray made the motion, second Hueftle-Worley to recommend approval of 
Resolution No. 2015-79 - Resolution authorizing payment of contractor’s 
pay request No. 8 in the amount of $17,158.64 to Steven’s Concrete 
Limited for the Grinnell Regional Airport Snow Removal Equipment 
Storage Building.  AYES:  2-0. Motion carried. 

4. Wray made the motion, second by Hueftle-Worley to recommend approval 
of Resolution No. 2015-80 - Resolution authorizing payment of 
contractor’s pay request No. 3 in the amount of $38,000 to Jasper 
Construction Services Inc. of Newton, Iowa for the Central Business 
District Maintenance Project.  AYES:  2-0.  Motion carried. 

5. Wray made the motion, second by Hueftle-Worley to recommend approval 
of Resolution No. 2015-81 - Resolution authorizing payment of 
contractor’s pay request No. 1 in the amount of $9,685.25 to Jasper 
Construction Services Inc. of Newton, Iowa for the Sunset Street Paving 
Improvement Project.  AYES:  2-0.  Motion carried. 

6. Wray made the motion, second by Hueftle-Worley to recommend approval 
of Resolution No. 2015-82 - Resolution authorizing payment of 
contractor’s pay request No. 2 in the amount of $264,258.24 to Jasper 
Construction Services Inc. of Newton, Iowa for the 8th Avenue Pavement 
Replacement Project - STP-U-3127(627)—70-79. AYES: 2-0.  Motion 
carried. 

7. Wray made the motion, second by Hueftle-Worley to recommend approval 
of Resolution No.  2015-83 - Resolution authorizing payment of 
contractor’s pay request No. 3 in the amount of $90,830.15 to Jasper 
Construction Services Inc. of Newton, Iowa for the Highway 6 Underpass 
Bike Trail Project.  AYES:  2-0.  Motion carried. 

8. Wray made the motion, second by Hueftle-Worley to recommend approval 
of the memorandum of understanding between the city of Grinnell and 
Iowa Department of Natural Resources – Forestry Bureau for an Alliant 
Operation ReLeaf Distribution site for Fall 2015.  AYES:  2-0.  Motion 
carried. 



9. Wray made the motion, second by Hueftle-Worley to recommend approval 
of a request to leave the utilities capped at the property line for a 
maximum of two years at 702 2nd Avenue with possibility of extension 
upon request.  AYES:  2-0.  Motion carried. 

 
INQUIRIES:  None. 
 
The meeting adjourned at 6:40 P.M. 
 
 
              
      BYRON HUEFTLE-WORLEY, CHAIR 
 
ATTEST: 
 
 
           
P. KAY CMELIK, CITY CLERK/FINANCE DIRECTOR 
 



BEGINNING MONTH TO DATE MONTH TO DATE ENDING

FUND CASH BALANCE RECEIPTS DISBURSEMENTS CASH BALANCE

GENERAL FUNDS

001‐GENERAL FUND 317,065.95 143,345.41 259,380.25 201,031.11

003‐LIBRARY ‐ GENERAL FUND 0.00 4,361.66 35,800.19 (31,438.53)

004‐COMM CTR RES ‐ GENERAL 290,163.42 138.65 0.00 290,302.07

009‐SPORTS AUTHORITY 9,061.73 0.00 650.00 8,411.73

010‐BUILDING & PLANNING ‐ GEN 266,687.88 17,883.84 17,731.59 266,840.13

011‐UTILITY FRANCHISE ‐ GEN 59,789.23 31,638.52 0.00 91,427.75

102 ‐ FORBES FUND ‐ GENERAL 13,871.54 11.22 0.00 13,882.76

103 ‐ LIBRARY FUND STATE ‐ GENERAL 6.59 0.00 0.00 6.59

104 ‐ STAYING WELL ‐ GENERAL 5,613.09 0.00 0.00 5,613.09

105 ‐ RENAISSANCE ‐ GEN 96,465.12 46.09 0.00 96,511.21

107 ‐ PLANTINGS ‐ GEN 9,993.18 0.00 0.00 9,993.18

108 ‐ TREE FUND ‐ GEN 3,220.00 0.00 0.00 3,220.00

109 ‐ PENSION ‐ GEN 120,234.73 57.42 73.27 120,218.88

130‐CDBG HSG GRANT 01 ‐ GEN 9,957.23 0.00 0.00 9,957.23

TOTAL GENERAL FUNDS 1,202,129.69 197,482.81 313,635.30 1,085,977.20

SPECIAL REVENUE FUNDS

110‐ROAD USE FUND ‐ SPEC REV 413,904.11 0.00 43,714.37 370,189.74

112‐T&A EMP BEN‐ SPEC REV 481,157.13 94,782.95 90,822.11 485,117.97

121‐LOCAL OPTION SALES TAX 770,531.42 7,470.28 0.00 778,001.70

133‐T‐A RES UNEMP ‐ SPEC REV 24,882.28 138,858.83 0.00 163,741.11

136‐INSURANCE DED ‐SPEC REV 67,117.11 11.89 0.00 67,129.00

138‐MED INS RESERVE ‐ SPEC RV 166,020.93 32.07 8,535.78 157,517.22

140‐HEALTH INS ESC‐SPEC REV 9,790.58 9,678.09 0.00 19,468.67

145‐HOTEL/MOTEL TAX ‐ SPC REV 196,406.05 89.65 8,776.13 187,719.57

167‐LIBRARY GIFTS ‐ SPEC REV 208,642.61 9,976.46 23,502.65 195,116.42

490‐FIRE EQMT REP FUND ‐ SP R 299,021.08 128.55 30,000.00 269,149.63

491‐GEN EQMT REP FUND‐ SP RV 434,683.31 207.70 0.00 434,891.01

492‐WA EQMT REV FUND ‐ SP RV 138,658.31 66.25 0.00 138,724.56

493‐SW EQMT REV FUND‐ SP RV 508,598.45 243.02 0.00 508,841.47

494‐SAN EQMT REP FUND‐SP RV 485,580.34 232.02 0.00 485,812.36

496‐WATER TOWER RES 107,225.09 51.23 0.00 107,276.32

497‐ADMIN ‐ BLDG FUND 0.00 0.00 0.00 0.00

498‐OFFICE EQMT REP FD ‐ SR 52,011.89 24.85 0.00 52,036.74

499‐REC EQMT REP FD‐ SP RV 48,748.27 23.29 0.00 48,771.56

TOTAL SPECIAL REVENUE FUNDS 4,412,978.96 261,877.13 205,351.04 4,469,505.05

TAX INCREMENT FINANCING FUNDS

125‐URBAN REN ‐ TIF  SPEC REV 257,225.29 10,753.80 59.09 267,920.00

TOTAL TIF FUNDS 257,225.29 10,753.80 59.09 267,920.00

DEBT SERVICE FUNDS

200‐DEBT SERV  ‐ SPEC REV 147,711.67 2,070.02 0.00 149,781.69

TOTAL DEBT SERVICE FUNDS 147,711.67 2,070.02 0.00 149,781.69

CITY OF GRINNELL

MONTH TO DATE TREASURERS REPORT

AS OF: JULY 2015



BEGINNING MONTH TO DATE MONTH TO DATE ENDING

FUND CASH BALANCE RECEIPTS DISBURSEMENTS CASH BALANCE

CITY OF GRINNELL

MONTH TO DATE TREASURERS REPORT

AS OF: JULY 2015

CAPITAL PROJECT FUNDS
309 ‐ GMRC RISE PROJECT 0.00 0.00 0.00 0.00

310‐CENTRAL PARK PROJECT (8,968.46) 0.00 0.00 (8,968.46)

312 LIBRARY BLDG PROJ  CP 0.00 0.00 0.00 0.00

313‐ITM MUSEUM DOT PROJ CP 28,350.73 0.00 339.90 28,010.83

350‐AIRPORT DEVELOPMENT 33,504.82 15.49 1,089.93 32,430.38

362‐HWY 146 NORTH  32,852.54 12.79 6,091.77 26,773.56

364 ‐ CBDG FAÇADE IMP 98,247.36 43.58 7,032.54 91,258.40

365‐CLNS FY 15‐16 0.00 0.00 3,549.47 (3,549.47)

367‐CLNS FY 13‐14 0.00 0.00 0.00 0.00

368‐CLNS FY 14‐15 43,273.23 0.00 (0.45) 43,273.68

369‐REINVESTMENT PROJECT (10,660.28) 0.00 0.00 (10,660.28)

370 ‐ POOL & LIONS PARK PROJECT 0.00 0.00 0.00 0.00

372‐BIKE TRAIL PROJECT 234,490.53 0.00 0.00 234,490.53

373 ‐ 8TH AVENUE ST CONST IMP 188,804.49 35.86 236,325.70 (47,485.35)

374 ‐ HWY 146 & I80 SIGNAL IMP (29,124.00) 0.00 113,754.15 (142,878.15)

375‐I‐80 INTERCHANGE PROJECT (132,828.88) 0.00 103.53 (132,932.41)

376‐CBD PROJECTS 1,665,243.86 648.59 307,859.84 1,358,032.61

377‐BROWNELL'S ‐ I‐80 PROJECT 0.50 0.00 0.00 0.50

378 ‐ WW TRMT PLAN PROJECT 12,569.47 0.00 3,401.90 9,167.57

380 ‐ SUNSET ST IMP PROJECT (17,905.91) 0.00 0.00 (17,905.91)

381 ‐ CBD PHASE 5 0.00 0.00 8,080.80 (8,080.80)

CAPITAL PROJECT FUNDS 2,137,850.00 756.31 687,629.08 1,450,977.23

PERMANENT FUNDS

500‐PERP CARE FD ‐ PERMANENT 508,674.24 1,472.86 0.00 510,147.10

TOTAL PERMANENT FUNDS 508,674.24 1,472.86 0.00 510,147.10

PROPRIETARY FUNDS

141‐WATER DEP FUND ‐ PROP 83,510.34 (350.00) 0.00 83,160.34

610‐WATER FUND 423,044.45 123,197.52 70,278.43 475,963.54

611‐WATER REV SINKING FUND 0.00 0.00 0.00 0.00

612‐WATER BOND RESERVE 0.00 0.00 0.00 0.00

613‐WA IMP FUND 0.00 0.00 0.00 0.00

620‐SEWER OPERATION AND MAINT 1,053,284.19 135,926.94 57,728.84 1,131,482.29

621‐SEWER SINKING FUND 0.00 0.00 0.00 0.00

622‐SEWER BOND RESERVE 0.00 0.00 0.00 0.00

630‐STORM SEWER FUND 784,879.50 21,137.82 31,052.45 774,964.87

670‐SOLID WASTE 454,702.38 90,726.62 95,563.88 449,865.12

TOTAL PROPRIETARY FUNDS 2,799,420.86 370,638.90 254,623.60 2,915,436.16

TOTAL FUND BALANCES 11,465,990.71 845,051.83 1,461,298.11 10,849,744.43





























GRINNELL POLICE DEPARTMENT 
 

CITY OF GRINNELL, IOWA 
 

INTER-OFFICE MEMORANDUM 
 

FROM:  Dennis Reilly                                                           DATE: August 12, 2015 
              Chief of Police 
 
TO:        Honorable Gordon Canfield 
               Honorable Council Persons 
    Mr. Russell Behrens, City Manager 
    Ms. Kay Cmelik, City Clerk 
      

SUBJECT: Monthly Report for July 
 

Areas of Interest/Accomplishments: 
 Work continues with the transition to Zuercher Technology CAD/RMS  
 PD assisted with July 4th festivities 
 I attended the following: Public Safety Committee and City Council meetings; Vets 

Commission meeting; Department Head meeting; department Command meeting; meeting 
with Jasper County ARL;  webinar on body warn camera technology; meeting with Jasper 
County ARL; provided presentation on Line of Duty Deaths to Iowa Public Safety 
Administrative Assistants conference; meeting with Grinnell College Title IX office; meeting 
with Poweshiek County Mental Health;     

 
Listed below is a summary of activities for the police department during the reporting period.  I 
have also attached a copy of our incident reports for your reference.   
 
 
 
 
 
 
 
 
 
 
 
Respectfully Submitted, 
 

 
 
Dennis Reilly 
Chief of Police 

 July 15 June 15 July 14 
Incident Reports 114 102 98 

Arrests 25 19 39 
Citations 37 32 34 
Warnings 176 81 80 

PD Collisions 14 27 13 
PI Collisions 0 0 2 

Parking Tickets 70 34 35 
Calls for Service 849 576 472 
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20150468     7/01/2015  NESS, RYAN                   829 BROAD ST B 1/2           OWNER       RESIDENTIAL REPAIR          02-RESREP

 02-RESREP    7/01/2015  RESIDENTIAL REPAIR           RESREP - RESIDENTIAL REPAIR  OWNER           2,200.00                  114.37

20150469     7/02/2015  ELLIS, JOSHUA                511 BROAD ST                 OWNER       MECHANICAL                  MECH

 MECH         7/02/2015  MECHANICAL                   MECH - MECHANICAL            OWNER           4,000.00                  126.81

20150470     7/02/2015  CARROLL, DANNY               1132 BROAD ST                VANDSTOUCA  ROOF                        ROOF

 ROOF         7/02/2015  ROOF                         ROOF - ROOF                  VANDSTOUCA      5,000.00                  144.27

20160002     7/07/2015  FURNESS, MICHAEL             914 HIGH ST                  BROOINC     MECHANICAL                  MECH

 MECH         7/07/2015  MECHANICAL                   MECH - MECHANICAL            BROOINC         3,750.00                  122.40

20160003     7/08/2015  BURKETT, DOYLE               939 ST FRANCIS DR            GENEROOF&C  ROOF                        ROOF

 ROOF         7/08/2015  ROOF                         ROOF - ROOF                  GENEROOF&C      8,600.00                  207.27

20160004     7/08/2015  DAYTON, JOHN                 1621 7TH AVE                 ABSOLUTECO  FLATWORK                    FLATWORK

 FLATWORK     7/08/2015  FLATWORK                     FLATWORK - FLATWORK          ABSOLUTECO      1,000.00                   52.26

20160006     7/09/2015  LEWIS, TERRY                 1202 ELM ST                  OWNER       FENCE                       FENCE

 FENCE        7/09/2015  FENCE                        FENCE - FENCE                OWNER             500.00                   32.51

20160007     7/10/2015  ADAMS, KIMBERLY              611 PEARL ST                 TOMBLAKECO  RESIDENTIAL REPAIR          02-RESREP

 02-RESREP    7/10/2015  RESIDENTIAL REPAIR           RESREP - RESIDENTIAL REPAIR  TOMBLAKECO     12,550.00                  276.40

20160008     7/13/2015  CHARNETSKI, SAM              1816 PRINCE ST               OWNER       DECK/PORCH                  DECK

 DECK         7/13/2015  DECK/PORCH                   DECK - DECK/PORCH            GRINNELL R     15,000.00                  319.31

20160009     7/13/2015  FIRST BAPTIST CHURCH         925 EAST ST                  JENSHEAT&A  MECHANICAL                  MECH

 MECH         7/13/2015  MECHANICAL                   MECH - MECHANICAL            JENSHEAT&A     11,000.00                  299.13

20160010     7/14/2015  SHEPARD, JAMES               309 BROAD ST                 OWNER       RESIDENTIAL REMODEL         04-RESREM

 04-RESREM    7/14/2015  RESIDENTIAL REMODEL          RESREM - RESIDENTIAL REMODE  OWNER          10,000.00                  231.77

20160011     7/15/2015  DIMIT, JAMES E.              411 15TH AVE                 GERMPLUMHE  MECHANICAL                  MECH

 MECH         7/15/2015  MECHANICAL                   MECH - MECHANICAL            GERMPLUMHE      3,385.00                  110.49

20160013     7/16/2015  TLB HOLDINGS LLC             810 COMMERCIAL ST 1/2        HWDBUILDER  RESIDENTIAL REMODEL         04-RESREM

 04-RESREM    7/16/2015  RESIDENTIAL REMODEL          RESREM - RESIDENTIAL REMODE  HWDBUILDER     40,000.00                  682.91

20160014     7/16/2015  TLB HOLDINGS LLC             810 COMMERCIAL ST 1/2        J&MROOF&    ROOF                        ROOF

 ROOF         7/16/2015  ROOF                         ROOF - ROOF                  J&MROOF&            1.00                   39.01

20160015     7/20/2015  MARLATT, BRAD                1528 DAVIS AVE               OWNER       ROOF                        ROOF

 ROOF         7/20/2015  ROOF                         ROOF - ROOF                  OWNER           8,000.00                  196.81

20160016     7/22/2015  BACHMAN, RICHARD             1813 10TH AVE PL             ANCHOREDWA  RESIDENTIAL REMODEL         04-RESREM

 04-RESREM    7/22/2015  RESIDENTIAL REMODEL          RESREM - RESIDENTIAL REMODE  ANCHOREDWA      2,950.00                  108.40
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20160017     7/22/2015  REED STREET APARTMENTS       1118 REED ST                 GENEROOF&C  SIDING                      SIDING

 SIDING       7/22/2015  SIDING                       SIDING - SIDING              GENEROOF&C      6,250.00                  166.19

20160018     7/22/2015  REED STREET APARTMENTS       1120 REED ST                 GENEROOF&C  SIDING                      SIDING

 SIDING       7/22/2015  SIDING                       SIDING - SIDING              GENEROOF&C      6,250.00                  166.19

20160019     7/23/2015  CHEDESTER, EDNA              1405 WEST ST                 OWNER       RESIDENTIAL REMODEL         04-RESREM

 04-RESREM    7/23/2015  RESIDENTIAL REMODEL          RESREM - RESIDENTIAL REMODE  OWNER           1,200.00                   60.16

20160020     7/27/2015  HENNING, STEPHANIE           1934 SPENCER ST              TERPSTRAPH  MECHANICAL                  MECH

 MECH         7/27/2015  MECHANICAL                   MECH - MECHANICAL            TERPSTRAPH      6,695.32                  173.94

20160021     7/27/2015  JONES, KAREN                 504 SPRING ST                OWNER       SIDING                      SIDING

 SIDING       7/27/2015  SIDING                       SIDING - SIDING              OWNER           1,200.00                   60.16

20160023     7/28/2015  TOPLIFF, NICOLE              1817 PRINCE ST               GERMPLUMHE  PLUMBING                    PLUM

 PLUM         7/28/2015  PLUMBING                     PLUM - PLUMBING              GERMPLUMHE      1,697.86                    0.00

20160024     7/28/2015  POLLOCK, TODD                915 ELM ST                   JPDRAINCLE  PLUMBING                    PLUM

 PLUM         7/28/2015  PLUMBING                     PLUM - PLUMBING              JPDRAINCLE        504.86                    0.00

20160025     7/28/2015  BUNN, CARRELL                1823 SUNSET ST               OWNER       FENCE                       FENCE

 FENCE        7/28/2015  FENCE                        FENCE - FENCE                OWNER             341.44                   32.51

20160026     7/28/2015  SHEARER, DON                 423 6TH AVE                  BURNCONS    RESIDENTIAL REPAIR          02-RESREP

 02-RESREP    7/28/2015  RESIDENTIAL REPAIR           RESREP - RESIDENTIAL REPAIR  BURNCONS        2,400.00                   98.81

20160027     7/29/2015  KORELL PROPERTIES LLC        1115 REED ST                 OWNER       ROOF                        ROOF

 ROOF         7/29/2015  ROOF                         ROOF - ROOF                  OWNER           1,704.00                   80.07

20160028     7/29/2015  DUDAK, EDWARD                206 MAIN ST                  WILLETTROO  RESIDENTIAL ACCESSORY BUILD 05-RESACC

 05-RESACC    7/29/2015  RESIDENTIAL ACCESSORY BLD    RESACC - RESIDENTIAL ACCESS  WILLETTROO     16,700.00                  349.02

20160029     7/31/2015  CLOWER, SUSAN                1305 SUMMER ST               FREDDILLON  FENCE                       FENCE

 FENCE        7/31/2015  FENCE                        FENCE - FENCE                FREDDILLON          1.00                   32.51

*** TOTALS ***     NUMBER OF PROJECTS:      28                                    VALUATION:     172,880.48    FEES:       4,283.68
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PROJECTS: All

APPLIED DATES:  0/00/0000 THRU 99/99/9999

ISSUED DATES:   7/01/2015 THRU  7/31/2015

EXPIRE DATES:   0/00/0000 THRU 99/99/9999
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                                                       *** SEGMENT RECAP ***

                         PROJECT SEGMENT - DESCRIPTION      # OF SEGMENTS       VALUATION             FEE

                         ---------------------------------------------------------------------------------

                         02-RESREP - RESIDENTIAL REPAIR                 3       17,150.00          489.58

                         04-RESREM - RESIDENTIAL REMODEL                4       54,150.00        1,083.24

                         05-RESACC - RESIDENTIAL ACCESSORY              1       16,700.00          349.02

                         DECK - DECK/PORCH               Y              1       15,000.00          319.31

                         FENCE - FENCE                                  3          842.44           97.53

                         FLATWORK - FLATWORK                            1        1,000.00           52.26

                         MECH - MECHANICAL                              5       28,830.32          832.77

                         PLUM - PLUMBING                                2        2,202.72            0.00

                         ROOF - ROOF                                    5       23,305.00          667.43

                         SIDING - SIDING                                3       13,700.00          392.54

                         *** TOTALS ***                                28      172,880.48        4,283.68
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PROJECTS: All

APPLIED DATES:  0/00/0000 THRU 99/99/9999

ISSUED DATES:   7/01/2015 THRU  7/31/2015

EXPIRE DATES:   0/00/0000 THRU 99/99/9999

STATUS: ALL

                                                    *** BUILDING CODE RECAP ***

                     BUILDING CODE - DESCRIPTION                     # OF PROJECTS  # OF SEGMENTS       VALUATION             FEES

                     -------------------------------------------------------------------------------------------------------------

                     DECK - DECK/PORCH                                           1              1       15,000.00           319.31

                     FENCE - FENCE                                               3              3          842.44            97.53

                     FLATWORK - FLATWORK                                         1              1        1,000.00            52.26

                     MECH - MECHANICAL                                           5              5       28,830.32           832.77

                     PLUM - PLUMBING                                             2              2        2,202.72             0.00

                     RESACC - RESIDENTIAL ACCESSORY BUILDING                     1              1       16,700.00           349.02

                     RESREM - RESIDENTIAL REMODEL                                4              4       54,150.00         1,083.24

                     RESREP - RESIDENTIAL REPAIR                                 3              3       17,150.00           489.58

                     ROOF - ROOF                                                 5              5       23,305.00           667.43

                     SIDING - SIDING                                             3              3       13,700.00           392.54

                     *** TOTALS ***                                             28             28      172,880.48         4,283.68
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                                                         SELECTION CRITERIA

------------------------------------------------------------------------------------------------------------------------------------

REPORT SELECTION

 

PROJECT RANGE FROM:              THROUGH ZZZZZZZZZZ

PROJECT STATUS:       All

CONTRACTOR:           All

PROJECT TYPE:         All

SEGMENT:              All

VALUATION RANGE FROM:           0.00   THROUGH 999,999,999.99

 

------------------------------------------------------------------------------------------------------------------------------------

PROJECT DATES

 

APPLIED RANGE FROM: 00/00/0000 THROUGH 99/99/9999

ISSUED RANGE FROM:  07/01/2015 THROUGH 07/31/2015

USE SEGMENT DATES:  NO

EXPIRE RANGE FROM:  00/00/0000 THROUGH 99/99/9999

USE SEGMENT DATES:  NO

 

------------------------------------------------------------------------------------------------------------------------------------

PRINT OPTIONS

 

TOTALS ONLY:      NO

INCLUDE SEGMENTS: YES

COMMENT CODES:    None

 

------------------------------------------------------------------------------------------------------------------------------------

*** END OF REPORT ***



Grinnell FINANCE COMMITTEE Meeting 
MONDAY, AUGUST 17, 2015 AT 7:00 A.M. 

IN THE 1ST FLOOR CONFERENCE ROOM OF THE 
GRINNELL COMMUNITY CENTER 

 
 
TENTATIVE AGENDA 

ROLL CALL:  Wray (Chair), White, Hansen.     
 
PERFECTING AND APPROVAL OF AGENDA:       
 
COMMITTEE BUSINESS: 
 

1. Consider resolution setting the salary for the City Clerk/Finance Director 
for FY 2016 and FY 2017 (See Resolution No. 2015-85). 

2. Consider resolution approving a professional services agreement with 
Shive-Hattery, Inc. for Iowa Economic Development Authority Site 
Certification Program (See Resolution No. 2015-86). 

3. Discuss AT&T lease renewal for additional equipment space. 
4. Review bids received on the city owned residential lots. 

 
 
INQUIRIES: 
 
ADJOURNMENT 
 
 
 
 
 
 
 
 



RESOLUTION NO. 2015-85 

RESOLUTION AMENDING AND SETTING THE SALARY FOR THE CITY CLERK/FINANCE 
DIRECTOR FOR FY 2016 AND FY 2017 

 
BE IT RESOLVED by the City Council of the City of Grinnell that the base salary for FY 2016 and 
FY 2017 (excluding longevity) be adopted as follows.    

Employee  Title/Position  FT/PT
 

FY Salary  Exempt/
Non‐Exempt 

Cmelik, P. Kay  City Clerk/Finance Director  FT FY16 86,000.00/yr Exempt

Cmelik, P. Kay  City Clerk/Finance Director  FT   FY17  90,000.00 /yr Exempt

 

The salary amendment is retroactive to July 1, 2015. 

PASSED AND APPROVED this 17th day of August, 2015.  
 
 
 
                                                                                                      

Gordon R. Canfield, Mayor  
Attest:  
 
 
 
                                                         
P. Kay Cmelik, City Clerk/Finance Director  
 



RESOLUTION NO. 2015-86 
 
 

A RESOLUTION APPROVING A PROFESSIONAL SERVICES AGREEMENT 
WITH SHIVE-HATTERY, INC. FOR IOWA ECONOMIC DEVELOPMENT 
AUTHORITY SITE CERTIFICATION PROGRAM. 
 
WHEREAS, the City has decided to secure professional services to assist in 
preparing required documentation, site design, cost estimates and schedules for 
submittal to the Iowa Economic Development Authority Certification Program; 
and 
 
WHEREAS, the consultant is willing to perform such engineering work on the 
approximately 200 acres located just north of Interstate 80 on both the east and 
west sides of Highway 146; and   
 
 WHEREAS, the agreement establishes the terms and conditions, scope of 
services, conditions and; and 
 
NOW, THEREFORE, BE IT RESOLVED BY the City Council of Grinnell, Iowa, 
the Mayor and City Clerk are hereby directed to sign said agreement on behalf of 
the City of Grinnell with Shive-Hattery, Inc. of West Des Moines, Iowa for the 
Iowa Economic Development Authority Site Certification Program. 
 
PASSED AND APPROVED the 17th day of August, 2015. 
 
 
                                                                                      
    __________________________________________ 
    Gordon R. Canfield, Mayor 
 
 
Attest: 
 
 
         
P. Kay Cmelik, City Clerk/Finance Director 
 



















































          GRINNELL PLANNING COMMITTEE Meeting 
MONDAY, AUGUST 17, 2015 AT 4:45 P.M. 

IN THE COUNCIL CHAMBERS OF THE 
GRINNELL COMMUNITY CENTER  

 
 
TENTATIVE AGENDA 
ROLL CALL:   Bly (Chair), Burnell, Hansen 
 
PERFECTING AND APPROVAL OF AGENDA:    
 
COMMITTEE BUSINESS: 
 

1. Discuss requests for façade funding. 
2. Update on CDBG Downtown Revitalization Project. 

 
 
 
ADJOURNMENT: 

 
 
       
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 















address 815 817 819 824 829 831 835 837 917 919 923 Total

Base bid 96,189$            165,824$          79,252$            21,747$            74,178$            102,062$          47,517$            65,265$            33,445$            80,359$            134,161$          900,000$               

alt 1 $24,022 $5,978 30,000$                 

alt 2 $10,165 $12,463 $15,372 38,000$                 

alt 3 $3,877 $6,487 $3,636 14,000$                 

-$                            

total 120,211$          165,824$          93,294$            21,747$            74,178$            102,062$          54,004$            65,265$            45,908$            95,731$            143,775$          -$                   -$                   -$                   -$                   -$                   -$                   -$                   982,000$               

Grinnell Façade Rehabilitation Cost Break Down 8/4/15



GRINNELL PUBLIC SAFETY COMMITTEE MEETING 
MONDAY, AUGUST 17, 2015 AT 5:30 P.M. 

IN THE COUNCIL CHAMBERS OF THE 
GRINNELL COMMUNITY CENTER 

 
TENTATIVE AGENDA 
ROLL CALL:  White (Chair), Hueftle-Worley and Burnell  
 
PERFECTING AND APPROVAL OF AGENDA:   
 
COMMITTEE BUSINESS:   
 

1. Consider approval of the amended City of Grinnell Employee Safety Manual 
(See Resolution No. 2015-87). 

 
 
 
INQUIRIES:  
 
ADJOURN:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
       



RESOLUTION NO.  2015-87 
 

A RESOLUTION ADOPTING THE CITY OF GRINNELL EMPLOYEE SAFETY 
MANUAL   
 
 
WHEREAS, the city of Grinnell Safety Employee Safety Manual is an official 
document governing and guiding the safety policies between the city of Grinnell 
and its employees, and 
 
WHEREAS, these policies have been reviewed and discussed by the City 
Council of the city of Grinnell; and 
 
NOW, THEREFORE BE IT RESOLVED by the City Council of the city of Grinnell 
does hereby adopt the City of Grinnell Employee Safety Policy Manual effective 
July 1, 2015. 
 
PASSED AND APPROVED this 17th day of August, 2015. 
 
     
             
    GORDON R. CANFIELD, MAYOR 
 
ATTEST: 
 
        
P. KAY CMELIK, CITY CLERK 



Changes to the 2015 Employee Safety Manual include: 
 
Page 53: Cemetery 
Mowing 
Taylor Devig, Devig Services, 3017 Zeller Ave Gilman, 641-750-2298 will now be mowing 
 
Page 53: Community Center 
Interior maintenance 
Daily cleaning (floors, restrooms, glass doors) is done by the contracted firm Quick and Clean, owned 
by Jeff and Faith Gibson. Email address is quick@partnercom.net.  Cell phone contact: 641-751-2861 
 
Page 54: Drake Library Outside Maintenance / Interior Maintenance 

 Remove Beth Tindle cell phone number as contact person 
 Update wording to reflect duty changes 
 Mowing of non-prairie areas will be done by one of the following services and will be 

arranged by the Library Director. 
 Brad’s Mowing Service – Brad Shutts – 641-325-0004 cell 

  L&D Lawn and Snow – Mike Long – 641-990-9118 cell 
 Update interior maintenance to reflect new procedures and personal  

 
Page 54-55: Grinnell Mutual Family Aquatic Center 

 Update address to 120 8th Ave West 
 Remove Rick Graves as contact for Waste Water Treatment Plant 
 Brad Shutts will be mowing the outside of the Aquatic Center  

 
Page 66: Updated Program Administrators for 2015 

 CPR/FA/AED –Kelly Rose 
 Blood Bourne Pathogens – Dan Sicard 
 Slips, Trips and Falls –Kelly Rose 
 Emergency Exit Plan – Rob Vest 
 Ladder safety –Dan Sicard 
 Fire Extinguisher – Dan Sicard 
 MSDS, Right-to-Know, Hazardous communication – Dave Popp 
 Personal Protective Equipment –Kelly Rose 
 Back safety –Kelly Rose 
 Forklift / Bucket Truck / Backhoe – Dave Popp 
 Confined Space – Dan Sicard with Dan Walker 
 Excavation – Jim Brown 
 Hearing Conservation – Ryan Ness 
 Lock-out / Tag-out – Rick Springer 
 Arc Flash Electrical safety – Ryan Ness 
 Tool Safety – Dave Popp 
 Extreme Temperature Safety – Kelly Rose 
 Welding – Dave Popp 
 Winter Driving – Kelly Rose 
 Chainsaws - Mike Johnson 



 

 
 

 

 

 

 

CITY OF GRINNELL 

 

EMPLOYEE SAFETY MANUAL 

 

APPROVED BY THE CITY COUNCIL 

2015 August 



 2 

TABLE OF CONTENTS 

Page 

3 Forward 

4 General Safety Rules 

5 What to do in case of an on-the-job accident: 

8 Housekeeping 

9 Lifting and Carrying – Back Safety 

11 General Driving Rules – Winter Driving 

12 Personal Protective Equipment (PPE) 

15 Hearing Conservation 

19 Hazardous Chemicals Right-to-Know Act- Material Safety Data Sheets (MSDS) 

22 Bloodborne Pathogens 

24       Cardio Pulmonary Resuscitation (CPR) & Automated External Defibrillator (AED) 

24 First Aid Supplies 

25       Excavations 

26       Permit Required Confined Spaces Entry Program 

28       Portable Fire Suppression 

32       Emergency Action Plan  

32        Slips, Trips & Falls 

33 Lockout Tagout Tryout Program 

38 Powered Industrial Lift Trucks 

41 Hand and Power Tool Safety 

42 Ladder Safety 

43 Welding, Cutting and Brazing  

44 Chain Saw Safety 

50 Seat Belt Restraint Policy 

50  Asbestos Handling 

52       Police Officer Stand By Policy 

53       Seasonal Safety Packet and Extreme Temperature Safety 

58       Designated Physician Policy 

59       Arc Flash Electrical Safety 

59       Respiratory Protection Program 
61        Return To Work Policy 

64       Return to Work Statement of Acknowledgement signature page 

65       Sexual Harassment Policy 

65       Prescription and Over-the-Counter Medications 

66       Your Safety Attitude 

66       Program Administrators 

67 Employee Safety Manual signature page 

68  Hepatitis B Vaccine Form 

 

Supplements 
A. Biohazardous Waste Disposal Service – GRMC 

B. Slip, Trip & Fall Handbook - IMWCA 



 3 

FORWARD 

 

What is safety?  The dictionary defines it as “freed from harm or risk and secure from threat of danger, 

harm, or loss.”  The meaning of safety on the job means prevention and elimination of harm or risk to 

each individual employee.  Safety is a very real situation especially when an accident happens to you, 

your family, friends or co-workers.  Most accidents can be prevented and this is the intent of this 

handbook- Accident prevention and acquiring a safety attitude. 

 

The only way a good safety program works, is if everyone is aware and working towards an accident 

free work place.  It is our sincere hope that awareness of safety on-the-job will carry over into the 

home and all other areas of your life.  After all is said, safety is being aware of your actions and not 

taking anything for granted. 

 

the safety and health rules within this booklet,  are easy to do or understand.  This booklet, however, 

does not cover every situation.  We need your help in identifying situations that could lead to an 

accident.  Be aware and alert to potential accidents and let us know so new procedures or modifications 

can be made. 

 

SAFETY IS FOR YOUR PROTECTION, BUT IT TAKES ALL OF US TO MAKE IT WORK. 

 

 

 

Your Employee Safety Committee 
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GENERAL SAFETY RULES 

 

Most of us do not consider our jobs hazardous, but like any occupation, you must use good judgment 

and care, to maintain a safe working environment.  The most common types of accidents are slips and 

falls; back strain from lifting and handling heavy objects; and improper use of equipment.  One of the 

best ways to avoid accidents is to know or to ask your supervisor the correct procedures before starting 

the work assignment.  Carefully plan your work, especially non-routine assignments.  You can save 

time and energy while avoiding hazards.  The following safety guidelines are general in nature and will 

help you carry out your responsibilities safely.  It is not a complete list and could be amended by need 

or at your suggestion. 

 

1. Take care of injuries and report them at once.  Small cuts and scratches can become infected 

unless cared for at once. 

 

2. Work at a safe, sane pace—when you hurry, you forget about safety. 

 

3. Do not attempt to give first aid to an injured person unless you have been trained to do so.  Do 

not move a seriously injured person unless absolutely necessary. 

 

4. Obey all warning tags and signs on equipment.  Read instruction manuals or seek instruction 

BEFORE operating any machine or equipment. 

 

5. Your Worker’s Compensation coverage will not cover you for horseplay injuries. 

 

6. The use of or possession of any intoxicating beverages or narcotics on the job is absolutely 

forbidden. 

 

7. Correct all unsafe conditions or report them to your supervisor. 

 

8. Keep work areas clean and orderly at all times.  Poor housekeeping causes accidents and wastes 

time. 

 

9. Use the correct tool and equipment for the job. 

 

10. Wear proper safety equipment such as eye and ear protection, and safety hats as specified by 

safety policy. 

 

11. Be considerate and concerned at all times for the safety of your fellow workers and general 

public. 

 

12. Obey all safety rules and practices and take an active part in the safety of your fellow workers. 

 

13. Remember to remind your fellow workers when they are working unsafely.  You could save their 

life and they could return the favor someday. 
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WHAT TO DO IN CASE OF AN ON-THE-JOB ACCIDENT 

EMPLOYEE - Report the injury at once and call “Company Nurse” to seek proper treatment and 

protocol.  If necessary, call an ambulance giving your name, the nature and location of the accident and 

the number of people needing assistance.  If possible, meet the ambulance upon arrival to give 

immediate location of injured persons.    Begin filling out the SAFETY INCIDENT FORM and pass it 

on to your supervisor immediately.  The form must be filled out within 24 hours.    

 

SUPERVISOR – Secure all the facts concerning the accident.  Include names, type of accident; how 

treated; suggestions for prevention of recurrence; what, if any damage to property was done.  This 

information will be used to determine preventative measures.  In case of an on-the-job accident, injury 

or sickness to an employee, secure all the necessary facts for your SAFETY INCIDENT FORM and 

pass it to the City Offices within 24 hours.  

 

REPORTING SAFETY HAZARDS 

It is the responsibility of every City employee to report any safety hazards or violations.  Employees 

should report hazards and violations to their supervisor first.  If no action is taken, the employee should 

report it to the City Safety Director.  Any such complaints will be handled in strict confidence.  Our 

purpose is to prevent accidents, not to punish anyone.  Remember, if you fail to report a hazard or 

violation, a serious injury or death to a fellow worker or to yourself could occur. 

 

ADDITIONAL REPORTING RESPONSIBILITIES 

Breaks in sidewalks, deep holes in streets, missing or damaged road signs, malfunctioning street lights, 

obstructions, hazards in any public areas such as the parks or pool, and other conditions in city 

property which may cause an accident should be reported.  Point these hazards out in writing to your 

supervisor.  In this way you can contribute immeasurably to the welfare of Grinnell’s citizens, 

including fellow workers, friends and family. 

 

ACCIDENT PREVENTION SUGGESTIONS 

Communicate suggestions to your supervisor concerning safety and elimination of hazards on the job.  

If you would rather, you may submit your suggestions to the Employee Safety Committee and your 

ideas will be given the same full consideration.  The committee will review all safety suggestions for 

inclusion in the City’s safety program. 

 

DESIGNATED PHYSICIAN 

All work related injured employees are instructed to call Company Nurse to report the injury and will 

be directed, if necessary, to our designated physician at Grinnell Regional Medical Center.   

 

MANAGEMENT RESPONSIBILITIES 

In order for a safety program to attain the desired effectiveness, it must have continuous and aggressive 

influence from management.  In general, the City’s safety program will include education, inspection, 

analysis and enforcement of safety policies. 

 

1. City management will provide the means to accomplish a safe working situation. 

 

2. City management will enforce adherence to safety policies and procedures and will take 

disciplinary action against any employee who willfully disregards them. 

 

3. City management will conduct safety inspections. 
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4. City management will investigate or cause to be investigated any and all reported accidents. 

 

5. Management will establish and provide periodic safety training for employees. 

 

SUPERVISOR RESPONSIBILITIES 

Supervisors may delegate authority and assign responsibilities for most areas in their control, but the 

supervisor cannot delegate or assign away their responsibilities for accident prevention.  Supervisors 

have the responsibility of thoroughly instructing their personnel in the safe practices to be observed in 

their work situations.  They will enforce safety standards to the utmost of their ability and authority.  

Supervisors will take the lead to eliminate any potential hazards and will set the example of good 

safety practices in all areas of their job.  A supervisor must: 

 

1. Take full responsibility for the safety of their employees. 

 

2. Train, re-train and remind all employees, old and new, on the safe way to do their job. 

 

3. Provide a copy of the Employee Safety Manual to each employee and review it with him or her. 

 

4. Set a good example by working safely. 

 

5. Make sure the necessary safety equipment and protective devices for each job are provided and 

used properly. 

 

6. Instruct all employees in the use of safety equipment such as fire extinguishers, safety glasses, 

ear protection etc. 

 

7. Take prompt corrective action whenever unsafe conditions or actions are observed or reported.  

Safety must not be put off until tomorrow. 

 

8. Investigate thoroughly the causes of all accidents and take corrective action to prevent their 

recurrence.  The supervisor will submit the SAFETY INCIDENT FORM within 24 hours to the 

Safety Director. 

 

9. Conduct frequent scheduled safety inspections of all work areas in order to improve 

housekeeping, eliminate unsafe conditions and encourage safe working practices. 

 

10. Take safety into consideration whenever you revise procedures or purchase new equipment.  

Always read the enclosed instruction book before operating new equipment. 

 

11. Check to see that all safety equipment is available and in proper working order. 

 

12. Encourage safety suggestions and comments from employees.  Adopt those that are feasible and 

thank them for the suggestions.  Forward all suggestions to the Safety Director. 

 

13. Pay attention and seek out current knowledge regarding improving safety techniques. 

 

14. Avoid “blowing-up” as it causes a person to behave irrationally and accidents are most likely to 

occur at that time.  Do whatever it takes to “cool-off” first before acting. 
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JOB SITE LEADER’S RESPONSIBILITIES 

A Job Site Leader must become familiar with all safety procedures and correct use of equipment.  A 

Job Site Leader’s best weapon for preventing accidents is to set a good example and enforce safe work 

habits and methods.  A Job Site Leader will: 

 

1. Insist safety procedures and rules are followed at all times and report habitual violators to the 

Supervisor. 

 

2. To the best of their ability, identify and correct unsafe conditions at the job site. 

 

3. Make sure all the necessary safety equipment is on hand and used by everyone. 

 

4. Follow good housekeeping procedures at the work site. 

 

5. See to it that all injuries are cared for properly and promptly. 

 

6. Report all accidents to the Supervisor immediately. 

 

EMPLOYEE RESPONSIBILITIES 

All City employees are responsible for understanding and following safety rules and procedures that 

are established to prevent injuries to them and others.  If you have a question about safety, use of 

equipment, or procedures be sure and ask your supervisor.  Never attempt to do a task unless you fully 

understand what you are to do and how to do it.  All employees have a great responsibility for 

prevention of accidents and are expected to: 

 

1. Follow instruction.  If you do not know the proper method of doing a job, ask your supervisor for 

safe job instructions. 

 

2. Note unsafe conditions, correct them if possible and report them to you supervisor for permanent 

resolution. 

 

3. Keep work areas clean and orderly because poor housekeeping causes accidents. 

 

4. Use the right tool or equipment for the job and do not use defective tools or equipment. 

 

5. Report all accidents to your supervisor immediately.  If injured, seek or request medical 

treatment.  Know emergency phone numbers. 

 

6. Wear proper protective equipment such as eye and ear protection, and safety hats when 

necessary. 

 

7. Obey all safety rules and practices and take an active part in the safety program. 

 

8. Remind your fellow workers when they are working unsafely.  You could save their life and they 

could return the favor someday. 
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HOUSEKEEPING 
 

Some of us excuse our poor housekeeping habits by saying there isn’t enough time to put things away 

or “things only appear messy, but I know where everything is.”  One of the most common accident 

categories is slipping, tripping and falling.  Good housekeeping is maintaining an orderly, safe work 

place, free of clutter and debris, where everything has a place and can be found when not in use.  Also, 

good housekeeping can make a major contribution to improving productivity.  Most people are not 

aware of the time lost “finding things” or the inefficiencies which result when trying to work in a 

cluttered area. 

 

Psychologists tell us that an orderly environment significantly improves worker moral.  It is also 

known that people will rarely clutter an already clean space.  Clutter tends to appear in areas for which 

no one feels responsible.  Make it your responsibility to keep your work area free of clutter.  

Supervisors must assign areas of overall responsibility to all individuals and inspect these areas daily.  

Remember, this is to help prevent accidents, so keep areas clean and clear. 

 

ALL EMPLOYEES MUST: 

 

- Keep aisles free of debris. 

- Return tools and materials to their proper storage area immediately after use. 

- Minimize the use of extension cords. 

- Put all small tools away immediately. 

- Clean up spills promptly but do not use highly flammable solvents-use prescribed solvents and 

cleaners. 

- Remove ice, mud or snow from steps, walks, drives, ladders, and running boards immediately. 

- Stack materials properly (see also lifting and carrying section) 

- Do not allow materials to extend past the shelf or bin. 

- Use pallets to even stacks when stacking uneven materials. 

- Store excess lumber in a separate area, sorted by size with nails removed. 

- Avoid stocking materials overhead. 

- Store flammables in designated areas and in proper containers. 

- Refill empty cans with gas immediately to prevent fume buildup. 

 

SUPERVISORS MUST: 

 

- Designate a proper place or storage space for everything. 

- Provide sufficient tools for cleanup. 

- Assign cleanup responsibilities and make sure work sites are cleaned before quitting time. 

- Inspect the work areas for better housekeeping procedures. 
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LIFTING AND CARRYING 

 

Back aches and injuries to the back are the single most common on-the-job injury.  Fully two-thirds of 

the work force will, at sometime, suffer from some type of back pain.  In many cases, this injury was 

caused by an incorrect method of lifting or carrying materials.  Improper lifting accounts for nearly 

one-quarter of ALL occupational injuries, and is the most frequently reported injury to persons doing 

street and solid waste work. 

 

Learning to lift correctly is only a part of preventing back injuries.  Understanding your “lifting 

limitations” is the other part.  Know how much you can safely lift without straining yourself. 

 

Another aspect is your physical conditioning.  If you are going to be lifting all day long, such as solid 

waste collection, be sure and do warm-up exercises prior to the start of your workday.  Most injuries 

occur at the beginning of the workday and can be prevented by being properly warmed-up.  Studies 

have also shown that weak abdominal muscles are directly connected to back injuries.  Doing sit-ups 

prior to the start of solid waste collection can combine warming up and strengthening abdominal 

muscles.  Doing this will avoid needless pain and suffering. 

 

ALL EMPLOYEES SHOULD: 

 

- Be encouraged to do warm-up exercises before starting work. 

- Rock the load to estimate its weight prior to lifting.  It is not advisable to lift over half your 

body weight. 

- Use help to lift bulky objects.  Use a dolly, crane hoist or get a co-worker to help. 

- Inspect the object to be lifted for slivers, jagged and sharp edges. 

- Wipe off greasy, wet, slippery or dirty objects before lifting them. 

- Position feet correctly – place one foot in the intended direction of movement and the other in a 

position where it can give support and thrust to the body.  This will prevent loss of balance and 

twisting of the back. 

- Keep your back relatively straight and bend at the knees. 

- Bend over slightly, but do not bend your back in an extreme curve to lift.  Pull the load close to 

your body when lifting a load that is too large to pass between the knees. 

- If you are going to lift and carry a compact load, squat down and straddle the object with your 

knees, keep your back relatively straight, pull the load toward your body and use your leg 

muscles to help lift the load.  Remember your leg muscles can lift four times what your back 

muscles can lift. 

 

Grasp the load correctly, keeping fingers away from pinch points; 

 

A. With boxes; at the alternate tip and bottom corners. 

B. With material; alternate corners, one shoulder and upper arm. 

 

Move as smoothly as possible and never run.  If a load interferes with normal walking, get help.  Keep 

work areas cleared to avoid tripping (remember, good housekeeping), and keep a clear view over the 

load.  Use extra caution when walking on ice, snow or mud. 

 

Never turn at the waist to change direction or to put an object down. 

 

Set the load down close to your body, or put the load down on the rear of a shelf, then slide it back. 
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In team lifting, adjust the load so it is level.  Lift, walk and set down in unison.  Call out commands of 

“lift,” or “set down,” if more than two are involved. 

 

 

SUPERVISORS SHOULD: 

 

Relocate storage areas, when possible, to the most convenient location so carrying distances can be 

minimized. 

 

Analyze current procedures to see if lifting can be reduced or eliminated. 

 

Provide proper lifting aids and instruct employees in their safe use. 
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GENERAL DRIVING RULES 

 

Many of you will drive City vehicles during the course of your employment.  Almost all of you drive a 

motor vehicle daily.  More than 50,000 people die each year as a result of vehicular accidents and 

several thousand are injured or disabled.  Defensive driving and common sense will usually cover most 

situations.   

 

ALL DRIVERS WILL: 

 

- Be licensed and pre-qualified operators of the vehicle to which they are assigned to drive. 

- Come to work fit to drive.  (Sick drivers may be relieved from duty and fatigued drivers could 

be considered dangerous.) 

- Check brakes, steering, hydraulics, cables, fluid levels, exhaust, tires, and controlling 

equipment. 

- Check safety equipment such as lights, flashers, mirrors, horn and wipers. 

- Position all adjustments for safe driving before starting the vehicle, including inside and outside 

mirrors and seat position. 

- Keep the vehicle clean, inside and out.  A vehicle is more visible to other drivers when clean.  

Keeping it clean on the inside aids in safety, appearance and attitude. (Remember 

housekeeping)  Also clean the windshield and glass inside and out to take advantage of 

visibility.  Clean dirt and road film from headlights, taillights, running lights and inside gauges. 

-  Refrain from eating and drinking while driving.  It is difficult to do two things at once, 

especially since driving involves so many functions.  Be safe and concentrate on driving. 

- Stay within posted speed limits and slow down when conditions are difficult (snow, ice, fog, 

rain etc.) 

- Never drink alcoholic beverages while on duty.  The punishment is immediate dismissal. 

- DO NOT assume the right-of-way.  Let the other driver go first.  Be courteous, yield and stop!  

It is better to be alive than right and dead. 

- Keep from tailgating.  Allow extra distance when conditions are poor. 

- Always signal intentions at least 100 feet in advance and avoid sudden braking. 

- Before backing, use mirrors, and if necessary when rear view is obstructed, use a spotter. 

- Turn on low beam headlights during dark periods of the day, such as during rain, snow and fog.  

It is recommended that headlights should be on one-half hour before sunset and one-half hour 

after sunrise.  Parking lights designate a vehicle is parked.  Never drive with parking lights on. 

- Remember to buckle up and save your life. 

 

SUPERVISIORS WILL: 

- Set a good example and obey all the aforementioned safety procedures. 

- Instruct vehicle operators on what types of maintenance and minor repairs they are allowed to 

make on vehicles.  (All other repairs should be made by trained personnel or service 

representatives.) 

- Watch carefully for alcohol or drug abuse by an employee.  Any supervisor who knowingly 

permits an employee to work under the influence is open to disciplinary action and possible 

personal liability. 

- Make sure your employees follow all safety procedures.  Safety only works when supervisors 

are involved.  Be involved and save someone from a possible serious injury or even death.  It 

could be your family or friends involved in a traffic accident.  Insist on safe driving by your 

fellow workers. 
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PERSONAL PROTECTIVE EQUIPMENT – GENERAL 

 

Many tasks you will be doing are potentially dangerous, but knowing what you are doing with proper 

safety instruction, common sense, planning and foresight will greatly minimize your chances of being 

injured.  Add to this the use of personal protective equipment and you will virtually eliminate any 

chance of injury.  Is wearing protective glasses a nuisance?  Possibly, but think of how much of a 

nuisance it would be to lose an eye.  Protective equipment does not protect you unless it is used and 

used properly.  It is considered a serious violation of safety procedure to ignore protective equipment. 

 

EMPLOYEES WILL: 

 

- Be provided with and wear eye and face protective equipment when operating or using the 

following, but not limited to the following: 

 

A. Shop-type machines such as grinders, lathes, drills, saws, compressed air etc. 

B. Welding. 

C. Chemicals or other hazardous substances. 

D. When working in automotive or equipment maintenance areas or woodworking activities. 

 

- Use traffic safety vests or equivalent protection when working in traveled area.  Examples 

would be road construction, sewer repair etc. 

- Wear protective hard hats under labor-type conditions where a blow to the head is possible.  

Examples could be construction, overhead work, street work, sewer work, trenching etc.  

OSHA requirements are:  “Employees working in areas where there is a possible danger of 

head injuries from impact, or falling or flying objects, or from electrical shock or burns, shall 

be protected by protective helmets.” 

- Take care in the use of gloves.  Gloves can protect your hands and even improve your grip, but 

should never be worn around machinery on motion or portable power tools (drills, etc.)  Rings, 

watches or any metal jewelry are especially dangerous if worn around electrical equipment and 

machinery in motion. 

- Take care in wearing beards.  ALL city employees, in the course of employment, who may 

become exposed to chlorine gas or other deadly gas situations, in which respirator protection 

will be needed, shall not wear a beard.  This is because a proper seal on the face piece cannot 

be obtained and a serious accident, illness or death could occur. 

- Learn the proper use of fire extinguishers and what types can be used on particular fires. 

- Wear hearing protectors (ear muffs or plugs) in the vicinity of equipment that have excessive 

noise levels.  Such equipment would be generators, compressors, jack hammers, motorized 

equipment etc. 

- Use full eye protection in the area of equipment that creates hazards to the eyes.  (Jack 

hammers, grinding wheels, wood working etc.) 

- Use protective equipment for specific situations or tasks.  These could include gloves, aprons, 

respirators, air breathing apparatus, safety belts and lines, life jackets, safety nets, and various 

clothing for inclement weather. 
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SUPERVISORS WILL: 

 

- Set an example by wearing and using appropriate protective apparel. 

- Educate employees on the need to use the proper personal safety equipment. 

- Make the decision to use protective equipment and enforce these decisions.  Any supervisor 

who knowingly permits an employee to work without proper equipment is open to possible 

person liability and disciplinary action. 

 

Required Programs –  

Based on Employer Assessment of Workplace Hazards 
  
OSHA regulation Section 1910.133 – Eye and face protection 

 

Suitable eye protectors (safety glasses, goggles, face shields, wire mesh masks, etc.) must be provided 

where there is potential for injury to the eyes or face from flying particles, molten metal, liquid chemicals, 

acids or caustic liquids, chemical gases or vapors, body fluids, potentially injurious light radiation or a 

combination of these. 

 

OSHA regulation Section 1910.134 – Respiratory Protection 

 

Devices such as dust masks, canister respirators, self-contained breathing apparatus or other such apparatus 

must be provided to employees that are exposed to harmful dust, fogs, fumes, mists, gases, smoke, sprays, 

or vapors.  Persons working in oxygen deficient or oxygen enhanced atmospheres must also be protected.  

Persons using the devices must be fit-tested to the device, tested to see if they are physically able to use the 

devices, and trained in the use and care of the devices.   

 

OSHA regulation Section 1910.135 – Head Protection 

 

Employees working in a location where there is danger of being struck in the head by falling objects or 

other dangers from above such as electrical hazards must wear head protection.  The head protection must 

meet the requirements of American National Standards Institute (ANSI) Z89.1-1986. 

 

OSHA regulation Section 1910.136 – Foot Protection 

 

Persons must have foot and leg protection if their feet are subject to crushing foot injury.  The feet must 

also be protected from puncture by sharp objects, molten metal, hot surfaces, wet and slippery surfaces.  

This also requires leg protection for persons using chainsaws and other devices that could cause injury to 

legs. 

 

OSHA regulation Section 1910.137 – Electrical Protective Equipment 

 

Persons involved in power generating or power distribution construction and maintenance must be 

protected from shock, electrocution and burn hazards.   

 

OSHA regulation Section 1910.138 – Hand Protection 

 

Workers hands and arms must be protected from cuts, burns, chemicals, bodily fluids and other recognized 

hazards.  Proper hand wear must be selected for the task. Material safety data sheets specify the type of 

hand wear needed for handling various chemicals. 
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OSHA regulation Section 1910.139 – Respiratory Protection for M. tuberculosis 

 

Respiratory protection must be provided for persons working in locations where exposure to 

tuberculosis may be encountered.  This is an issue for law enforcement and public health personnel. 

 

OSHA regulation Section 1910.95 – Occupational Noise Exposure – Hearing Conservation 

 

Hearing protection must be provided for persons exposed to noise levels exceeding limits set forth in 

1910.95.  The noise level of the workplace must be measured to determine if hearing protection is 

required.  Employees must be tested for hearing capacity to establish a base line for use when 

succeeding tests are made. The employer must furnish ear protection that will diminish the noise to 

acceptable levels.  Foam earplugs, ear “muffs”, or other suitable method may be used to reduce noise 

exposure when no other way to reduce the noise level is possible.   

 

Employees’ hearing must be tested annually and compared to the base line test to see if the hearing 

conservation program is effective.  If the tests reveal further hearing loss, the employer must make 

every effort to further reduce the noise level exposure to the employee. 

 

 

ADDITIONAL SUBJECTS 

 

Any additional subjects you feel could be covered should be suggested to your supervisor and the 

Safety Committee Director. 

 

SAFETY TOED BOOTS 

 

All City of Grinnell employees must have foot protection if their feet are subject to crushing foot 

injury.  Their feet must also be protected from puncture by sharp objects, molten metal, hot surfaces, 

wet and slippery surfaces. 

 

The City of Grinnell will provide all of these City of Grinnell employees with $75 towards to purchase 

of safety toed boots/shoes.  An employee who chooses to purchase their foot ware from Brown’s Shoe 

Fit in Grinnell will need to pick up a signed slip from Kelly Rose in the Recreation Department and 

then take it to Browns to receive a 15% discount off the regular priced item, tax free, plus the 

contribution of $75 from the City of Grinnell every year beginning July 1.  If any employee chooses to 

purchase their foot ware from Theisen’s in Grinnell the supervisor can make that purchase with a PO 

book to receive tax free and a 10% discount plus the contribution of the $75 from the City of Grinnell 

every year beginning July 1.  Any amount above and beyond the $75 at either store will need to be 

paid for by the employee the day of the purchase.  

An employee required to wear safety shoes will be entitled to receive reimbursement of up to $75.00 

per fiscal year for the purchase of such shoes, exclusive of shipping costs, tax outside of Grinnell and 

any other surcharges, provided the employee must present a paid receipt prior to receiving the 

reimbursement.  If the safety portion of the shoe is compromised while on the job, then the employee 

will be eligible for up to a $75 reimbursement to replace said shoes during the fiscal year.    

 

It is mandatory that all necessary City of Grinnell employees purchase this protective foot ware.  Once 

purchased it is also mandatory that they wear this foot ware to work every day.  If a City of Grinnell 

employee is caught not wearing their proper Personal Protective Equipment (PPE) they will be written 

up.   
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Hearing Conservation 
 

Noise Audits 

All locations and equipment must be audited annually to determine if it exceeds 85 decibels (db). 

 

All locations and equipment that exceed the 85 db limit shall be conspicuously marked to notify 

employees of the risk. 

 

A list of all locations and equipment that exceeds the limit shall be maintained by the program 

administrator. 

 

Noise audits will be conducted using: 

- Sound level meter (multiple samples taken throughout workday)                    

- Noise dosimeter (for employees working in numerous locations)                                             

- Equipment manufacturer’s noise specifications                                                

 

Employees will be given the opportunity to observe noise audits monitoring and will be notified of 

noise audit results. 

 

Audiometric Testing 

1. Audiometric testing will be performed on all employees whose exposures equal or exceed an 8-

hour time-weighted average time weighted average (TWA) of 85 decibels (Action level).  

2. Audiometric testing will be provided at no cost to employees.  

3. Audiometric testing will be performed by a licensed or certified audiologist, otolaryngologist, 

or other physician, or by a technician who is certified by the  

 

Council of Accreditation in Occupational Hearing Conservation, or who has satisfactorily 

demonstrated competence in administering audiometric examinations. A technician who performs 

audiometric tests must be responsible to an audiologist, otolaryngologist or physician.  

 
4. Baseline Audiogram  

1. A baseline audiogram will be conducted within six months of an employee's first 

exposure at above the action level in order to establish a valid baseline audiogram 

against which subsequent audiograms can be compared.  

2. Mobile test van exception. Where mobile test vans are used to meet the audiometric 

testing obligation, the City of Grinnell will obtain a valid baseline audiogram within one 

year of an employee's first exposure at or above the action level. Where baseline 

audiograms are obtained more than six months after the employee's first exposure at or 

above the action level, employees will wear hearing protectors for any period exceeding 

six months after first exposure until the baseline audiogram is obtained.  

3. Testing to establish a baseline audiogram will be preceded by at least 14 hours without 

exposure to workplace noise. Hearing protectors may be used as a substitute for the 

requirement that baseline audiograms be preceded by 14 hours without exposure to 

workplace noise.  

4. The program administrator will notify employees of the need to avoid high levels of 

non-occupational noise exposure during the 14-hour period immediately preceding the 

audiometric examination.  
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5. Audiograms will be conducted at least annually after obtaining the baseline audiogram for each 

employee exposed at or above an eight hour time-weighted average of 85 decibels.  

 

6. The City of Grinnell will maintain a record of all employee audiometric test records. This 

record will include:  

1. Name and job classification of the employee.  

2. Date of the audiogram.  

3. The examiner's name.  

4. Date of the last acoustic or exhaustive calibration of the audiometer.  

5. Employee's most recent noise exposure assessment.  

 

 

Engineering Controls 

Whenever possible and feasible, every effort will be made to purchase reduced noise equipment. When 

practical, equipment may be modified to reduce noise to a level below the 85 db threshold. 

 

 

Administrative Controls 

Table G-16(a) indicates the total time of exposure permitted at each noise level without hearing 

attenuation. Supervisors must make sure employees are not exposed to noise beyond the permitted 

total time of the sound level. 
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Permissible Noise Exposures 

29CFR 1910.95 Table G-16(a) 
 

Duration 
(Hours) 

  
Sound Level 

Slow Response 

  

16.0   85 

13.9   86 

12.1   87 

10.6   88 

9.2   89 

8.0   90 

7.0   91 

6.2   92 

5.3   93 

4.6   94 

4.0   95 

3.5   96 

3.0   97 

2.6   98 

2.3   99 

2.0   100 

1.7   101 

1.5   102 

1.4   103 

1.3   104 

1.0   105 
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Hearing Protectors 

The City of Grinnell shall ensure that hearing protectors are worn:  

1. By any employee who is subjected to sound levels equal to or exceeding an eight-hour 

TWA of 90 db.  

2. By any employee who has experienced a persistent standard threshold shift and who is 

exposed to eight-hour TWA of 85 db or greater.  

3. By any employee who has not had an initial baseline audiogram and who is exposed to 

eight-hour TWA of 85 db or greater.  

 

Employees will be given the opportunity to select their hearing protectors from a variety of suitable 

hearing protectors at no cost to them.  

 

Employees will be held accountable for properly using and maintaining the equipment furnished.  

 

Employee Information and Training 

Training will include: 

a. The effects of noise on hearing 

b. The purpose and use of hearing protectors 

c. Advantages and disadvantages of various types of hearing protectors 

d. Instruction in the selection, fitting, use and care of protectors 

e. The purpose of the audiometric testing and an explanation of testing procedures 

f. Who to contact for more information 

 

Training should be conducted by a competent person as demonstrated by knowledge and experience. 

The name of the trainer, qualifications, training materials used, course content and date of training 

shall be documented.  

 

Record Keeping 

Noise exposure records will be retained for two years. Audiometric tests records will be retained for 

the duration of the affected workers’ employment. 

 

Violation of Hearing Conservation Program 

Employees who violate the hearing conservation program procedures will be disciplined according to 

the personnel policy. Employees will also be required to attend retraining on the procedures or policies 

that were violated. 
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HAZARDOUS CHEMICALS RIGHT TO KNOW ACT 

 

 

An Explanation of Right-to-Know Law – State and Federal Versions 
 

The final Hazard Communication Standard was published in the Federal Register on November 25, 

1983.  Cities were exempted from compliance to the federal legislation.  On November 25, 1985, 

chemical manufacturers, importers, and distributors were required to label shipping containers of 

hazardous chemicals and to provide Material Safety Data Sheets (MSDS) to customers.  On May 25, 

1986, employers were to have completed in-house responsibilities relating to training, a Hazardous 

Communication Program, labeling, warnings and make MSDS available to employees.  Again cities 

are exempt from the federal provisions. 

 

State Law 455D (Administrative Code 110 to 140) 

 

The purpose and scope of Iowa Code Chapter 455D is to provide employers and employees 

information concerning the hazards of all chemicals used by the City.  State Law affects almost all 

employers in Iowa and went into effect November 1, 1986.  Iowa Law is almost identical to federal 

law, except that it covers all employers including cities.  The Right-To-Know Act is based on 

provision of information, which includes a comprehensive hazards communication program.  The 

program will include container labeling and other forms of warning, Material Safety Data Sheets 

(MSDS) and employee training.  Additionally, all employees will be given access to Chapter 110 and 

120 of the Bureau of Labor’s Administrative rules. 

 

Workers Right-To-Know (Division II 455D Iowa Code) 

 

1. Employees of the City have the right-to-know and are informed about hazardous chemicals, 

which they may be exposed to in the workplace along with potential health hazards and proper 

handling techniques. 

 

2. Employers must provide training to all employees who come into contact with or could be 

potentially exposed to hazardous chemicals.  Training is to include: 1) methods and observation 

that may be used to detect the presence of or release of hazardous chemicals; 2) The physical 

health hazard of chemicals to include effects of chronic or acute exposure; 3) Measure 

employees can use to protect themselves; 4) Details of the Hazard Communication Program 

including explanation of labeling system and MSDS.  In addition, special training must be 

provided to temporary help or present employees working in a temporary position, which 

involves contact with hazardous chemicals. 

 

Right-to-Know Rules – Iowa Bureau of Labor 
 

Chapter 110-120 - These two chapters are available to all employees and your individual supervisors 

as to their location will inform you. 

 

The following is a brief overview of Chapter 110-120 
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1. The general purpose of the Act is given along with several expectations and definitions, which 

are similar to previously, provided information.  The main objective is information to 

employees about hazardous chemicals they could come into contact. 

2. Chapter 110- Chemical manufacturers shall evaluate chemicals, which they produce or 

distribute to determine if they are hazardous.  Employers are not required to evaluate 

chemicals.  Once a chemical is determined to be hazardous, the manufacturer or distributor 

shall insure that each container of hazardous chemicals is labeled, tagged or marked with the 

following information: 

a. Identity of the chemical. 

b. Appropriate warnings. 

c. Name and address of responsible party. 

 

Employers are not responsible for marking hazardous chemicals.  Chemical manufacturers must 

obtain, develop and supply MSDS to the City.  The MSDS must not have any blanks and must be 

kept current.  These are not the responsibilities of the City. 

 

3. Chapter 120- The City must provide employees with information and training of hazardous 

chemicals in their work place prior to initial assignment and whenever a new hazardous 

chemical is introduced. 

4. Training can be presented in any format, but must be provided on the City’s time.  Attendance 

is required and those unable to attend cannot return to work until training has been completed.  

However, this provision is only valid after November 1, 1986.  Employees will be interviewed 

and possibly tested on the material presented. 

 

Employees have the responsibility to identify the hazards before you start a job- read the labels, 

warnings and MSDS.  Once read, respect all precautions and don’t take chances.  If you are in 

doubt or don’t know what the chemical is you have encountered, ask your supervisor prior to 

continuing.  Know in advance what could go wrong and what to do about it.  Hazard 

Communication can only protect you if you read the labels, MSDS; know where to find 

information about the chemicals; follow warnings and instructions; use protective clothing and 

equipment; learn emergency procedures, and practice sensible, safe work habits. 

 

Hazard Communication Program 
 

This is a comprehensive six-part program to insure and safeguard employees’ health by providing a 

guide for compliance to the state law and OSHA. 

 

The scope of the program is to provide the means for transmission of information to let employees 

know what hazardous chemicals they might be exposed.  This will include a list of all hazardous 

chemicals; appropriate labels and marking of hazardous chemicals; MSDS for all person; and training 

of employees. 

 

The first part of our six-point program is Chemical Listing.  All chemicals used and stored by the City 

will be inventoried and listed to determine which are hazardous.  Also, all chemicals ordered will 

include within the P.O. a request for a MSDS and proper labeling. 

 

The second part is Labeling and Placarding.  All containers of hazardous chemicals, regardless of size, 

will be labeled or signed.  The original labels must not be removed unless a different material is 
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substituted.  All labels must include the name of the substance in the container; hazard warnings and 

name and address of the manufacturer or distributors list.  The exception to this is the portable 

container rule:  if you fill a portable container from a larger labeled container and use it yourself on 

your shift it does not have to be labeled. 

 

The third part is Training:  All employees will be trained along with volunteers or anyone coming into 

contact with hazardous chemicals.  This training is to take place prior to beginning the job or prior to 

working with a hazardous chemical for the first time.  Contractors must be notified prior to them 

working around our hazardous chemicals and they must notify us prior to exposing City employees to 

hazardous chemicals. 

 

Community Right-to-Know 
 

All information on hazardous chemicals will be made available to the public upon request during 

normal business hours.  Copies of information can be obtained at our current copy charge rates. 

 

Emergency Response 
 

The City will submit a list of all hazardous chemicals, which are present in significant amounts to the 

Grinnell Fire Department by certified letter.  This list is to be updated as the materials in use change.  

Also, the Bureau of Labor must approve this arrangement. 

 

Finally, records must be kept to include hazardous chemical lists; the location of MSDS and employee 

training records. 

 

This completes the review of our Hazardous Communication Program. 

 

The rest of employees training will include availability and interpretation of MSDS; labeling 

procedures; physical and health hazard; protective procedures to include detection and observance of 

hazardous chemicals; protective equipment required and procedures for non-routine tasks.  Supervisors 

because of the many different hazardous chemicals each department could come into contact will 

provide this training. 
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Bloodborne Pathogens 
 

Employees covered 

Employees that perform tasks that meet one of the following descriptions shall be covered under this 

program: 

a. Tasks that involve actual or potential for mucous membrane or skin contact with blood, 

body fluids or tissues. 

b. Tasks that involve no exposure to blood, bodily fluid or tissues, but employment  

may require exposure in an emergency. 

 

A list of job classifications of covered employees is maintained as an appendix to this program. The 

tasks that may result in occupational exposure will be included for each classification as well as the 

personal protective equipment that is provided to the employees. 

 

Personal protective equipment  

Personal protective equipment (PPE) shall be provided to employees based on the exposure review 

consistent with the PPE policy of the City of Grinnell. 

 

Contaminated equipment and clothing shall be cleaned, laundered or disposed of by each department. 

Employees shall not be allowed to take contaminated clothing home to launder. 

Departments may contract with outside firms for laundry services.  Each department shall post the 

name of the contracted laundry firm and designate an area where contaminated clothing shall be stored 

prior to pickup. Employees will not be charged for laundry service of contaminated clothing. 

 

Universal precautions 

Employees must comply with the following precautions if exposed to blood or blood products: 

 

a. Wash hands after any potential exposures as soon as practical. Bottles of waterless  

hand soap may be issued to all employees working at locations without water  

sources. 

b. Use necessary PPE with limited exception. 

c.   Contaminated sharps, glass or needles must be disposed in a puncture resistant  

      and leak proof container with proper warning labels. 

d.   Disinfect respirators after each use. 

e.   Employees with cuts or scrapes on their hands while preparing food must use food 

      preparation gloves.  

f.   Eating, drinking, smoking, applying makeup or handling contact lenses is prohibited 

     in work areas where there is a reasonable likelihood of exposure. 

 

Employee information and training 

Any covered employee or those who supervise covered employees must receive training as required by 

Section 1910.1030(g)(2). Training will include: 

 

a. an accessible copy of the regulatory text of this standard and an explanation of its contents; 

b. a general explanation of the epidemiology and symptoms of blood-borne diseases; 

c. an explanation of the modes of transmission of blood-borne pathogens; 

d. an explanation of the employer's exposure control;  
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e. an explanation of the appropriate methods for recognizing tasks and other activities that may 

involve exposure to blood and other potentially infectious materials; 

f. an explanation of the use and limitations of methods that will prevent or reduce exposure including 

appropriate engineering controls, work practices, and PPE; 

g. information on the types, proper use, location, removal, handling, decontamination and disposal of 

PPE; 

h. an explanation of the basis for selection of PPE; 

i. information on the Hepatitis B vaccine, including information on its efficacy, safety, method of 

administration, the benefits of being vaccinated, and that the vaccine and vaccination will be offered 

free of charge; 

j. information on the appropriate actions to take and persons to contact in an emergency involving 

blood or other potentially infectious materials; 

k. an explanation of the procedure to follow if an exposure incident occurs, including the method of 

reporting the incident and the medical follow-up that will be made available; 

l. information on the post-exposure evaluation and follow-up that the employer is required to provide 

for the employee following an exposure incident; 

m. an explanation of the signs and labels or color coding. 

 

Training will be conducted by a competent person as demonstrated by knowledge and experience. The 

name of the trainer, qualifications, training materials used, course content and date of training will be 

documented. Every employee will be trained prior to undertaking any task where exposure could 

exist and retrained annually. 

 

Housekeeping 

All work-sites and vehicles will be maintained in a clean and sanitary condition. Each department must 

determine and implement an appropriate written schedule for cleaning and method of decontamination 

based upon the location, type of surface to be cleaned, type of soil present and tasks or procedures 

being performed in the area.  

 

All contaminated equipment or locations shall be cleaned up as soon as feasible using the universal 

precautions. All bins, pails, cans and similar receptacles intended for reuse that have a reasonable 

likelihood for becoming contaminated with blood or other potentially infectious materials should be 

inspected and decontaminated on a regularly scheduled basis and cleaned and decontaminated 

immediately or as soon as possible upon visible contamination. Biohazard bags and containers will be 

provided for contaminated material disposal. 

 

Hepatitis B vaccination and post-exposure evaluation and follow-up 

Hepatitis B vaccine and vaccination series will be provided free of charge to all employees who have 

occupational exposure, including post-exposure evaluations and follow-ups for all employees who 

have had an exposure incident. Medical evaluations and procedures, including the Hepatitis B vaccine 

and vaccination series, and post-exposure evaluation and follow-up, including prophylaxis, will be 

performed by or under supervision of a licensed physician. 

 

Employees seeking Hepatitis B vaccinations, post-exposure review or other medical procedures under 

this program shall use the City of Grinnell designate health car provider.  

 

Employees accepting or declining the Hepatitis B vaccinations shall complete the consent form The 

forms and other medical records shall be maintained in the employees’ confidential medical file. 
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Post-exposure procedures 

Employees subjected to an exposure incident must: 

a. immediately report exposure incident to a supervisor, 

b. complete employee’s incident report within 12 hours of exposure, and 

c. report to designated health care provider for post exposure evaluation, care and counseling. 

d. If exposure was made from another individual request that individual to be tested.  Expenses of 

testing of this person will be covered.  This can only be a request on the outside individual and will 

not be mandatory.   

 

Violation of blood-borne pathogens/exposure control program 

Employees who violate procedures will be disciplined according to the personnel policy. Employees 

will also be required to attend retraining on the procedures or policies that were violated. 

 

 

Cardio Pulmonary Resuscitation (CPR) &  

Automated External Defibrillator (AED) 

 

 

All employees are required to be trained in CPR and AED every two years.  Not all employees are 

required to be certified by the American Heart Association or the American Red Cross unless their job 

description requires them to be.  Employees participating in auditing classes, non-certification classes, 

will not incur an expense to take the training.   

 

Automated External Defibrillators are located the Drake Community Library and the Grinnell Mutual 

Family Aquatic Center.  When the aquatic center is closed the machine is located at the Grinnell 

Athletic & Recreation Center with the Parks and Recreation Department.   

 

 

First Aid Supplies 
 

First Aid supplies such as gauze, Band-Aids, breathing barriers, gloves should be available to all 

employees and the public inside a city owned or leased property.  The supply of these materials should 

be checked often and restocked as necessary.   
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Excavations 
 

The person designated as the competent person on an excavation site shall have the authority to stop all 

work to correct or eliminate dangerous conditions. 

The competent person shall be responsible for the following: 

1. inspection of excavation site prior to digging 

2. call One Call 

3. conducting appropriate soils tests (See soils analysis checklist form-page 7), 

4. inspecting equipment  

5. determining appropriate protection plans 

6. installation of shoring or trench boxes  

7. monitoring water removal if necessary 

8. testing for hazardous atmospheres if necessary 

9. daily inspections or inspections after changing conditions (See daily trenching log-page 9) 

10. compliance by employees with safety rules 

11. maintaining documentation of inspections and tests 

 

Employee Information and Training 

In addition to employees with competent person training, any employee working at an excavation site 

or those who supervise employees working at an excavation site shall receive training as required by 

Section 1926.650. Training will include: 

g. an overview of Section 1926.651- (See Appendix A- page 14) 

h. role of competent person at excavation site 

i. the details of this program 

j. measures employees must use to protect themselves from hazards 

k. overview of protective systems available to employees and correct installation 

l. who to contact for more information 

 

Training will be conducted by a competent person as demonstrated by knowledge and experience. The 

name of the trainer, qualifications, training materials used, course content and date of training shall be 

documented. Every employee shall be trained prior to working at an excavation site and 

retrained annually. 

 

Protective Systems 

The person that is designated as the competent person for an excavation site shall determine the 

appropriate protective system for that excavation site. In addition to sloping, other protective systems 

available for use are listed in the protective system form. 

 

For all excavations 20 feet or deeper, a registered engineer shall design the protective system. 

 

Violation of Excavation Safety Program 

Employees who violate the excavation safety procedures will be disciplined according to the personnel 

policy. Employees will also be required to attend retraining on the procedures or policies that were 

violated. 
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Permit Required Confined Spaces Entry Program 

Confined spaces evaluations and inventory 

A competent person shall inspect and inventory all work locations to determine if confined spaces as 

defined by Section 1910. 146 exist. A copy of the inventory shall be attached to the written procedures 

and updated as needed. 

 

Definitions 

 "Confined space" means a space that: 

(1) is large enough and so configured that an employee can bodily enter and perform assigned 

work; and 

(2) has limited or restricted means for entry or exit (for example, tanks, vessels, silos, storage bins, 

hoppers, vaults, and pits); and 

(3) is not designed for continuous employee occupancy. 

 

 "Permit-required confined space (permit space)" means a confined space that has one or more of 

the following characteristics: 

(1) contains or has a potential to contain a hazardous atmosphere; 

(2) contains a material that has the potential for engulfing an entrant; 

(3) has an internal configuration such that an entrant could be trapped or asphyxiated by inwardly 

converging walls or by a floor which slopes downward and tapers to a smaller cross-section; or 

(4) contains any other recognized serious safety or health hazard. 

 

 "Attendant" means an individual stationed outside one or more permit spaces who monitors the 

authorized entrants and who performs all attendant's duties assigned in the employer's permit space 

program. 

 

 "Authorized entrant" means an employee who is authorized by the employer to enter a permit 

space. 

 

 "Entry" means the action by which a person passes through an opening into a permit-required 

confined space. Entry includes ensuing work activities in that space and is considered to have  

occurred as soon as any part of the entrant's body breaks the plane of an opening into the space. 

 

 "Entry permit (permit)" means the written or printed document that is provided by the employer to 

allow and control entry into a permit space and that contains the information required by this 

section. 

 

 "Entry supervisor" means the person (such as the employer, foreman, or crew chief) responsible for 

determining if acceptable entry conditions are present at a permit space where entry is planned, for 

authorizing entry and overseeing entry operations, and for terminating entry as required by this 

section. 

NOTE: An entry supervisor also may serve as an attendant or as an authorized entrant, as long as 

that person is trained and equipped as required by this section for each role he or she fills. Also, the 

duties of entry supervisor may be passed from one individual to another during the course of an 

entry operation. 

 



 27 

 "Hazardous atmosphere" means an atmosphere that may expose employees to the risk of death, 

incapacitation or impairment of ability to self-rescue.  

 

 Other definitions can be found in the attached copy of the Section 1910.146 standard. 

 

Lockout/tagout procedures 
If the hazard evaluation determines that lockout or tagout procedures are required to safely perform a 

task in a permit required space, employees shall refer to the entity’s lockout /tagout policy for proper 

procedures. 

 

Hazardous communications 

If hazardous substances are present in the confined space during entry (i.e. cleaning chemicals), a copy 

of the MSDS for the substances must be available at the entry site. 

 

Employee Information and Training 

Any employee authorized or affected by entry into a permit required confined space shall receive 

training as required by Section 1910.146(c) (7). Training will include: 

m. an overview of Section 1910.146, See Appendix A, page 10, 

n. the details of this program, 

o. general hazards associated with confined spaces in the workplace, 

p. the selection and use of proper personal protective equipment, 

q. explanation of permit system, 

r. duties of entrants and attendants, 

s. recognizing hazards,  

t. proper use and care of atmospheric testing equipment including field calibration, 

u. emergency response procedures, and 

v. use of emergency rescue equipment. 

 

A competent person as demonstrated by knowledge and experience shall conduct the training. The 

name of the trainer, qualifications, training materials used, course content and date of training must be 

documented.  

 

Emergency response team 

Before a permit required confined space entry, the emergency rescue team must be notified.  

 

The rescue team shall practice making permit space rescues at least once every 12 months, by means of 

simulated rescue operations in which they remove dummies, manikins or actual persons from the 

actual permit spaces or from representative permit spaces. Representative permit spaces shall, with 

respect to opening size, configuration and accessibility, simulate the types of permit spaces from which 

rescue is to be performed. 

 

Violation of permit required confined spaces program 

Employees who violate the permit required confined spaces procedures will be disciplined according 

to the personnel policy. Employees will also be required to attend retraining on the procedures or 

policies that were violated. 
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 PORTABLE FIRE SUPRESSION 

General Requirements 

A. The City shall provide fire extinguishers and shall mount, locate and identify 
them so that they are readily accessible to employees without subjecting the 
employees to possible injury. 

B. Only fire extinguishers which have been listed or approved by a nationally 
recognized testing laboratory shall be used to meet the requirements of this 
policy.  EXAMPLE: Underwriter's Laboratories "UL Listed". 

C. Portable fire extinguishers using carbon tetrachloride or chlorobromomethane 
extinguishing agents shall not be used. 

D. To assure that portable fire extinguishers are maintained in a fully charged 
and operable condition and kept in their designated places at all times (except 
during use), the following shall be adhered to: 

1. An inspection of each portable fire extinguisher shall be made monthly 
by each department supervisor or their designated person.  All fire 
extinguishers located within the respective departments shall be inspected. 

2. An inspection sheet shall be filled out completely 
by the supervisor or their designated person. 

The following information shall be noted on the inspection sheet: 

a. Location of extinguisher 
b. Type of extinguisher: A, B, C 
c. Serial number of extinguisher 
d. Date (year) stamped on extinguisher 
e. Time and date inspected 
f. Fully charged 
g. External visual examination 
h. Comments on the unit 
i.     Signature of inspector 

After completion, a copy shall be sent to the City Clerk to be kept on file.   

Selection and Distribution 

A. Portable fire extinguishers shall be provided for employee use and selected 

and distributed based on classes of anticipated workplace fires and on the 

size and degree of hazard which would affect their use.   

B. Portable fire extinguishers for use by employees on Class A fires shall be 
located so that the travel distance for employees to any extinguisher is 
seventy-five feet (75') or less. 

C. Portable fire extinguishers for use by employees on Class B fires shall be 
located so that the travel distance from the Class B hazard area to any 
extinguisher is fifty feet (50') or less. 
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D. Portable fire extinguishers for use by employees on Class C fires shall be 
located so that the travel distance from the Class C hazard area to any 
extinguisher is fifty feet (50') or less. 

Inspection, Maintenance and Testing  

A. The City shall be responsible for the inspection, maintenance, and testing of all portable fire 

extinguishers in the workplace. 

B. The City of Grinnell's Fire Department shall perform an annual maintenance 
check on all City owned portable fire extinguishers. 

1. Stored pressure extinguishers do not require an internal examination. 

2. The Fire Department shall record the annual maintenance date and retain 
this record for one year after the last entry or the life of the shell, 
whichever is less.  The City Clerk shall receive a copy of the annual 
maintenance check and keep on file. 

C. Stored pressure dry chemical extinguishers that require a 12-year hydrostatic 
test shall be emptied and subjected to applicable maintenance procedures every 
six (6) years.  THIS WILL BE PERFORMED BY THE CITY OF GRINNELL FIRE 
DEPARTMENT. 

1. Maintenance procedures shall include a thorough examination of the 
three basic elements of an extinguisher: 

a. Mechanical parts 
b. Extinguishing agent 
c. Expelling means 

2. Dry  chemical extinguishers having non-refillable dispensable  
containers are  exempt   from this  requirement. 

D. Extinguishers out of service for maintenance or re-charge shall be replaced 
by spare extinguishers of the same type and at least equal rating. 

E. Hydrostatic testing.  In lieu of hydrostatically testing of portable fire 
extinguishers, they shall be taken out of service, disposed of, and replaced with a new 
extinguisher of the same type and at least equal rating. 

1.  The same applies to the following conditions: 

a. When the cylinder or shell threads are damaged. 
b. When there is corrosion that has caused pitting, including 

corrosion under removable name plate assemblies. 
c. When the fire extinguisher has been burned in a fire. 

Training and Education 

The City of Grinnell Fire Department shall provide training and education 
in the uses of fire extinguishers, as well, as hazards involved with 
incipient stage fire fighting. 



When selecting the appropriate type of fire extinguisher, it is important to think about extinguishing 

agents. Each class of fire is best fought by a specific extinguishing agent. You will find a color-coded 

box on your fire extinguisher identifying which classes of fire it can be used for, and the type of 

fire extinguishing agent it contains. 

The following is a list of commonly used fire extinguishing systems and their corresponding classes of 

fire. The classes are indicated in parentheses such as (A, B, C): 

Multi-Purpose Dry Chemical (A, B, C)  

A dry chemical agent called mono ammonium phosphate. The chemical is non-conductive and can be 

mildly corrosive if moisture is present. In order to avoid corrosion, it is necessary to scrub and 

thoroughly cleanup the contacted area once the fire is out. A dry chemical fire extinguisher is usually 

used in schools, general offices, hospitals, homes, etc. 

Regular Dry Chemical (B, C)  
A dry chemical agent called sodium bicarbonate. It is non-toxic, non-conductive and non-corrosive. It 

is easy to cleanup, requiring only vacuuming, sweeping or flushing with water. Extinguishers with 

sodium bicarbonate are usually used in residential kitchens, laboratories, garages, etc. 

Carbon Dioxide (B, C)  

Carbon dioxide removes oxygen to stop a fire but has limited range. It is environmentally friendly and 

leaves no residue, so cleanup is unnecessary. Extinguishers with carbon dioxide are usually used in 

contamination-sensitive places such as computer rooms, labs, food storage areas, processing plants, 

etc. 

Halotron (A, B, C)  
A vaporizing liquid that is ozone friendly and leaves no residue. Because it requires no cleanup, fire 

extinguishers with halotron are ideal for computer rooms, telecommunication areas, theaters, etc. 

Foam (A, B)  
Foam floats on flammable liquids to tame the fire and helps prevent re-flashes. To cleanup the affected 

area, it must be washed away and left to evaporate. Fire extinguishers with foam are usually used in 

garages, homes, vehicles, workshops, etc. 

Purple K Dry Chemical (B, C)  
A dry chemical called potassium bicarbonate. It is non-conductive and non-corrosive. Clean up 

requires vacuuming, sweeping or flushing with water. Extinguishers with potassium bicarbonate are 

usually used in military facilities, oil companies, vehicles, etc. 

Water (A) 
The most common agent is water; however, it cannot be used for class B or C fires because it is 

conductive. Water-based fire extinguishers are usually used in stockrooms, schools, offices, etc 
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Fuel Source 
Class of 

Fire 
Type of Extinguisher (Extinguishing Agent) 

Ordinary combustibles 
(e.g. trash, wood, paper, 

cloth) 

A Water; chemical foam; dry chemical* 

Flammable liquids 
(e.g. oils, grease, tar, 

gasoline, paints, thinners) 

B 

Carbon dioxide (CO2); halon**; dry 
chemical; aqueous film forming foam 

(AFFF) 

Electricity  
(e.g. live electrical 

equipment) 

C CO2; halon; dry chemical 

Combustible metals 
(e.g. magnesium, titanium) 

D 
Dry powder (suitable for the specific 

combustible metal involved) 

* Dry chemicals, CO2 and halon can be used on Class A fires, but may not be effective on their own. 

They need to be supplemented with water. 

** Halon extinguishers are no longer made but some may still be in use. Dangerous gases are formed 

when halon is used to put out fires. Wear proper respiratory equipment, particularly in enclosed spaces. 

After use, do not allow anyone to enter the area until it has been well ventilated. 

 

Inspect fire extinguishers at least once a month (more often in severe environments). 

Fire extinguisher maintenance is important for everyone’s safety.  

You must ensure that: 

 The extinguisher is not blocked by equipment, coats or other objects that could interfere with 

access in an emergency.  

 The pressure is at the recommended level. On extinguishers equipped with a gauge, the needle 

should be in the green zone - not too high and not too low.  

 The nozzle or other parts are not hindered in any way.  

 The pin and tamper seal (if it has one) are intact.  

 There are no dents, leaks, rust, chemical deposits and/or other signs of abuse/wear. Wipe off 

any corrosive chemicals, oil, gunk etc. that may have deposited on the extinguisher.  

Some manufacturers recommend shaking your dry chemical extinguishers once a month to prevent the 

powder from settling/packing.  

Fire extinguishers should be pressure tested (a process called hydrostatic testing) after a number of 

years to ensure that the cylinder is safe to use. Consult your owner's manual, extinguisher label or the 

manufacturer to see when yours may need such testing.  

If the extinguisher is damaged or needs recharging, replace it immediately! 



 32 

IMPORTANT: Recharge all extinguishers immediately after use regardless of how much they were 

used. 

What is the difference between a fire extinguisher inspection and fire extinguisher maintenance? 

INSPECTION  

An inspection is a “quick check” to give reasonable assurance that a fire extinguisher is available, fully 

charged and operable. The value of an inspection lies in the frequency, regularity, and thoroughness 

with which it is conducted. The frequency will vary from hourly to monthly, based on the needs of the 

situation. Inspections should always be conducted when extinguishers are initially placed in service 

and thereafter at approximately 30-day intervals.  

MAINTENANCE  

Fire extinguishers should be maintained at regular intervals (at least once a year), or when specifically 

indicated by an inspection. Maintenance is a “thorough check” of the extinguisher. It is intended to 

give maximum assurance that an extinguisher will operate effectively and safely. It includes a 

thorough examination and any necessary repair, recharging or replacement. It will normally reveal the 

need for hydrostatic testing of an extinguisher. 

Read more about the importance of fire extinguisher maintenance and what can occur in the case of 

non-maintenance. 

 

Emergency Action Plan 
Each city owned or leased property should have an Emergency Action plan.  Each facility should 

practice their plans annually.  Signage should be posted to designate shelter areas that are clear and 

visible to the public.  All Emergency Exits should have illuminated signage that is checked monthly.   

Emergency Action Plans should include but are not limited to Fire Escapes, Tornado shelter areas and 

severe weather. 

 

 

Slips Trips and Falls 
The National Safety Council provides the following definitions: 

Slips – where there is too little friction or traction between the footwear and the walking surface that 

cause sudden imbalance 

Trips – when your foot collides (strikes, hits) an object causing you to lose your balance and or 

eventually fall.   

 

We discuss and provide information to employees to protect you from work-related injury, some of 

this information can also be used to prevent slip, trip and fall incidents involving the public visiting 

your buildings and facilities.   

 

There are eight components to look at to prevent slips, trips and falls. The Slips, Trips & Fall 

Handbook from the IMWCA provides the detailed information on the following topics.   

1. Weather Related Strategies 

2. Vehicles and Equipment 

3. Shop Safety 

4. Stairs 

5. Carpet, Cords and More 

6. Elevated Work 

7. Wet Floors 

8. Health  

http://www.fire-extinguisher101.com/fire-extinguisher-maintenance.html


 

LOCKOUT, TAGOUT AND TRYOUT PROCEDURE   
 

POLICY STATEMENT 

Everyone who works on or near equipment that is powered by an energizing source such as electricity, 
hydraulics, air, steam or gas shall lockout, tagout and tryout the equipment prior to performing any 
work. 

SCOPE 

A.  This policy applies to all employees.  The following are minimum requirements only and ARE NOT 
TO BE CONSTRUED AS ALL-ENCOMPASSING. 

B.  Lockouts are required when: 

1. The energizing of a piece of equipment exposes an employee to a hazard when they are working 
on or near that piece of equipment. 

2. . The operation of a piece of equipment may cause damage to that equipment. 

3. It is necessary to prevent the unauthorized use of equipment. 

GENERAL INFORMATION 

A.  Definitions: 

l. Lockout device - a device that utilizes a positive means such as a lock, to hold an energy 
isolating device in the safe position and prevent the energizing of equipment. 

2. Lockout - the placement of a lockout device on an energy isolating device, ensuring that the 
energy isolating device and the equipment being controlled cannot be operated until the lockout 
device is removed.  Lockout devices will always be used with tagout devices. 

a. Electrical lockout shall mean disconnecting 
the conductors of a circuit from the "source" 
of electric current by pulling a disconnect 
switch and attaching a lock and tag. 

b. Equipment powered by hydraulics, air, gas, or 
steam shall be locked and tagged in the following manner: 

l. Close the supply valve, chain and lock. 

2. Bleed the line or lines and disconnect or blank. 

3. Tagout device - a prominent warning device, such as a tag and the means of attachment, which 
can be securely fastened to an energy isolating device to indicate that the energy isolating device 
and equipment being controlled may not be operated until the tagout device is removed. 

4. Tagout - the placement of a tagout device on an energy isolating device, to indicate that  

 the energy isolating device and the equipment being controlled may not be operated  

 until the tagout device is removed.  Tagout devices will always be used with lockout  

 devices. 
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a. A “RED" faced DANGER tag shall be used when locking out and/or tagging systems 
energized by electricity, hydraulics, air, steam, combustible and/ or explosive gas lines; 
AND CORRECTLY FILLED OUT. 

b. All DANGER tags shall contain the following information when correctly filled out: 

  1. Tag attached by (name and dept.) 
 2. Reason tag is attached 
 3. Signed by department supt. 
 4. Date and time off (lockedout/taggedout) 
 5. Date and time on (equipment put back into service) 

5. Individual lock - is a lock issued to an employee for his own use and personal protection.  The 
lock shall be issued to the employee with one key.  Each department supervisor shall retain a 
duplicate key to each of their employee's locks.  This key may be used only in accordance to 
Section C, item number 2, of the Lockout, tagout, and tryout procedure. 

6. Departmental lock - is a lock placed by a supervisor to protect his crew or equipment.  The 
department shall retain all keys. 

7. Lockout locks - the Master 3LF series lock shall be used as the standard safety lock for the 
City of Grinnell. 

a. Each employee, who, during the course of his/her work has cause to lock out 
equipment shall be issued  by his/her supervisor a. lock. 

b.  Supervisors shall control lock issuance, maintain records and assure each lock 
can be identified with receiving employee (stamp employee's name on the lock, 
also by lock number). 

8. Gang-lock mechanism - in situations where more than one individual is involved, a gang-lock 
mechanism may be used so that all individuals can attach their safety locks. 

LOCKOUT TAGOUT AND TRYOUT PROCEDURE 

A.  Locking out Any equipment: 

1. Before starting work on any piece of equipment requiring a lockout, an employee must first obtain 
permission from the department supervisor responsible for the equipment.  Also, if proper locking 
sequence is in question, check with the department supervisor responsible for the equipment. 

2.  Equipment must be shut off at the appropriate energy source and any lines bled if necessary.  This 
will ensure that the proper equipment is de-energized and locked out. 

3. The lockout shall be made at the energy source (disconnect switch), by the employees performing 
the work.  Switches or breakers on control panels or substations will be thrown or pulled by 
department personnel and locked out and tagged by the employees performing the work. 

4. Each person who works on a ''Locked Out" piece of equipment shall place his lock and tag on the 
equipment.  When this is not feasible due to large numbers of people working on the equipment, 
the supervisor of that department shall be responsible for locking out and tagging the piece of 
equipment, with a department lock and tag. 
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a. When department locks are used, they shall be identified with the department name 
and identification number.  The City office shall maintain records as to which 
department supervisor a lock has been issued. 

5. When more than one department is working on equipment, each department shall lock and tag out 
the system.  No department or individual shall work under another departments lock and tag. 

 
6. When there is doubt as to the location of the proper disconnect switch, the department 

supervisor shall be contacted to see that the proper disconnect switches are opened to de-
energize the system or equipment.  Personnel other than supervisors are only allowed to 
pull enclosed switches. 

B. Tryout Procedure: 

1. The department or individuals performing the work shall after locking out and tagging out the 
switch or switches attempt to operate the equipment before beginning work on the 
equipment. 

2. The person trying out the equipment shall always push the stop buttons after testing. 

3. If the equipment DOES energize, push the stop button and immediately contact your 
supervisor. 

C. Removal of locks and tags: 

1. Each person shall personally remove his/her own lock and tag.  It shall be a safety 
violation to remove another persons lock and/or tag. 

2. When an employee has left his lock and tag on for an unknown reason and it has to 
be removed, the following shall be adhered to: 

a. If the person is working, they shall remove the lock and tag. 

b. If the employee has left work, every effort shall be made to contact him, to determine 
the reason for leaving the lock and tag. 

c. If the employee cannot be located either at work or at home, their department supervisor 
along with another department employee, must check out the equipment and make sure it 
is safe to remove the lock and tag.  The safety lock and tag can then 
be removed.  Before the employee resumes work the supervisor must present the 
employee with his/her personal lock and tag, which has been removed. 

3. If work extends into subsequent shifts and individual locks and tags are being used, the 
original shift shall remove their own locks and tags at the end of 
their shift.  The persons involved on all subsequent shifts shall lockout, tagout and tryout 
again in accordance with the procedure.



PROCEDURE FOR EQUIPMENT THAT CANNOT BE "PHYSICALLY" LOCKED OUT 

Due to the age and design of some equipment within the City, it is not possible to "physically" lockout 
some equipment.  Every effort should be made to secure a device to the system so that it can be 
physically locked out.  For switches and valves where lockout provisions are not provided, department 
supervisors shall be notified in writing so that inadequacies can be corrected. 

A. Electrical equipment: 

1.  Breakers or fuses shall be placed in "open" position, pulled from the cell where 
necessary and then tagged by the department or individual performing the work. 

2. Knife switches on an open switch shall be pulled and tagged and access to it restricted by a barrier or 
enclosure. 

3. Danger tags shall be placed on all open breakers and other strategic locations by the 
department or individuals involved, notifying all people in the area that the equipment 
is being repaired. 

B. Other energized equipment: 

The following are other types of safeguards that shall be taken when it is impossible 
to physically lock out the equipment: 

1. Blanks in lines. 

2. "Break lines and drop section out on all sides of 
work being performed. 

3. Physically disconnect and tag the energy supply to the equipment to be repaired. 

LOCKOUT PROCEDURE FOR CONTRACTORS 

A.  When it is necessary for contractors to lockout and tag equipment, the following procedure 
will be followed: 

1. Whenever outside servicing personnel are to be engaged in activities covered by the 
scope and application of this standard, the City and the outside employer shall inform 
each other of their respective lockout/ tagout procedures. 

2. The City shall ensure that it's personnel understand and comply with restrictions and 
prohibitions of the outside employer's energy control procedures. 

B.  There will be no exceptions to this rule  

TESTING OR POSITIONING OF EQUIPMENT 

A.  In situations in which lockout and tagout devices must "be temporarily removed from the 
energy isolating device and the equipment energized to test or position the equipment, the 
following shall be required: 

1. The work area, shall be inspected to ensure that non-essential items have been removed 
and to ensure that equipment components are operationally intact. 

2. The work area shall be checked to ensure that all employees have been safely 
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positioned or removed. 

3. Each lockout and tagout device shall be removed from each energy isolating device 
by the employee who applied the device„ 

4. Energize and proceed with testing or positioning,, 

5. De-energize all systems and follow the lockout, tag 
out and tryout procedures before continuing the 
servicing and/or maintenance„ 

EQUIPMENT LOCKOUT/TAGOUT RELEASE PROCEDURE 

A.  Before lockout and tagout devices are removed and energy is restored to the equipment, 
procedures shall be followed and actions taken by the authorized employee(s) to ensure the 
following: 

1. Equipment.  The work area shall be inspected to ensure that nonessential items have been 
removed and to ensure that equipment components are operationally intact. 

2. Employees.  The work area shall be checked to ensure that all employees have been safely 
positioned or removed. 

a. Before lockout and tagout devices are removed and before equipment is energized, 
affected employees shall be notified that the lockout and tagout devices have been 
removed. 

3. Lockout and tagout devices removal.  Each lockout and tagout device shall be removed 
from each energy isolating device by the employee who applied the device  
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 POWERED INDUSTRIAL LIFT TRUCKS 

Policy Statement 

Everyone that uses or is near a lift truck shall adhere to the requirements of this policy. 

Scope 

A. The requirements of this policy apply to the training, use, and maintenance of lift trucks. 

B. This policy is not to be construed as all-encompassing. 

General Requirements 

A.  The user shall see that all name-plates and markings are in place and are maintained in a 
legible condition. 

B.  Modification and additions which affect capacity and safe operation shall not be performed 
by the user without the manufacturer's written approval. 

Dockboards 

A.  Dockboards shall be strong enough to carry the load imposed 
on them. 

B. Portable dockboards shall be secured in position, either by being anchored or equipped with 
devices which will prevent their slipping. 

C. Handholds, or other effective means, shall be provided on portable dockboards to permit safe 
handling. 

D. Positive protection shall be provided to prevent trailers from being moved while dockboards are in 
position. 

Trucks 

A. The brakes of highway trucks shall be set and wheel chocks placed under the rear wheels to 
prevent the trucks from rolling while they are boarded with powered industrial trucks. 

B. Rear wheels of trailers shall always be chocked when being boarded with powered  industrial 

trucks when the trailer is not coupled to a tractor. 

 
C.  Fixed jacks may be necessary to support a semitrailer and prevent upending during the loading 

or unloading when the trailer is not coupled to a tractor. 

Operator Training 

A.  Only trained and authorized operators shall be permitted to operate a powered industrial truck. 

Truck Operations 

A. Trucks shall not be driven up to anyone standing in front of a bench or other fixed object. 
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B. No person shall be allowed to stand or pass under the elevated portion of any truck, whether loaded of 
empty. 

C. Unauthorized personnel shall not be permitted to ride on powered industrial trucks. 

D. The operator shall not place arms or legs between the uprights of the mast or outside of the running 
lines of the truck. 

E. When a powered industrial truck is left unattended, load engaging means shall be fully 
lowered, controls shall be neutralized, power shall be shut off, and brakes set. Wheels shall be 
blocked if the truck is parked on an incline. 

a. A powered industrial truck is unattended when the 
operator is 25 feet or more away from the vehicle which 
remains in their view, or whenever the operator leaves 
the vehicle and it is not in view. 

b. When the operator of an industrial truck is dismounted and within 25 feet of the truck still in 
their view, the load engaging means shall be fully lowered, controls neutralized, and the 
brakes set to prevent movement. 

F. A safe distance shall be maintained from the edge of ramps or platforms while on any elevated 
dock or platform.  Trucks shall not be used for opening of closing freight doors. 

G. Brakes shall be set and wheel blocks shall be in place to prevent movement of trucks or 
trailers.  Fixed jacks may be necessary to support a semitrailer during loading or unloading when the 
trailer is not coupled to a tractor.  The flooring of trucks and trailers shall be checked for 
breaks and weakness before they are driven onto. 

H.   There shall be sufficient headroom under overhead installations, lights, pipes, sprinkler 
systems, etc.. 

 
I.  An overhead guard shall be used as protection against falling objects. It should be noted that 

an overhead guard is intended to offer protection from the impact of small packages, boxes, 
bagged material, etc. representative of the job application, but not to withstand the impact of a 
falling capacity load. 

J.  A load backrest extension shall be used whenever necessary to minimize the possibility of the 
load or part of it from falling rearward. 

Traveling 

A. The driver shall be required to slow down and sound the horn at  cross  aisles  and  other  
locations  where  vision  is obstructed. If the load being carried obstructs forward view, the driver 
shall be required to travel with the load trailing. 

B. The driver shall be required to look in the direction of, and keep a clear view of the path of travel. 

C. Grades shall be ascended or descended slowly. 

a. When ascending or descending grades in excess of 10 percent, loaded trucks shall 
be driven with the load upgrade. 

b. On all grades the load and load engaging means shall be tilted back if applicable, and 
raised only as far as necessary to clear the road surface. 
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D. Under all travel conditions the truck shall be operated at a speed that will permit it to be brought 
to a stop in a safe manner. 

E. Stunt driving and horseplay shall not be permitted. 

F. The driver shall be required to slow down for wet and slippery floors. 

G. Dockboards shall be properly secured before they are driven over.  Dockboards shall be driven 
over carefully and slowly and their rated capacity never exceeded. 

H.  Running over loose objects on the roadway surface shall be avoided. 

I.  While negotiating turns, speed shall be reduced to a safe level by means of turning the hand 
steering wheel in a smooth, sweeping motion. Except when maneuvering at a very low speed the 
hand steering wheel shall be turned at a moderate, even rate. 

Loading 

A. Only stable or safely arranged loads shall be handled. Caution shall be exercised when 
handling off-center loads which cannot be centered. 

B. Only loads within the rated capacity of the truck shall be handled. 

C. A load engaging means shall be placed under the load as far as possible; the mast shall be 
carefully tilted backward to stabilize the load. 

D. Extreme care shall be used when tilting the load forward or backward, particularly when high 
tiering.  Tilting forward with load engaging means elevated shall be prohibited except to pick up 
a load.  An elevated load shall not be tilted 
forward except when the load is in a deposit position over a rack or stack. When stacking or tiering, 
only enough backward tilt to stabilize the load shall be used. 

Operation of the Truck 

A. If at any time a powered industrial truck is found to be in need of repair, defective, or in any way 
unsafe, the truck shall be taken out of service until it has been restored to safe operating condition. 

B. No truck shall be operated with a leak in the fuel system until the leak has been corrected. 

Maintenance of Industrial Trucks 

A. Any power operated industrial truck not in safe operating condition shall be removed from service.  
All repairs shall be made by authorized personnel. 

B. Trucks in need of repairs to the electrical system shall have the battery disconnected prior to such repairs. 

C. All parts of any such industrial truck requiring replacement shall be replaced only by parts equivalent 
as to safety with those used in the original design. 

D. Industrial trucks shall not be altered so that the relative positions of various parts are different from 
what they were when originally received from the manufacturer, nor shall they be altered either by the 
addition of extra parts not provided 
by the manufacturer of by the elimination of any parts. Additional counter-weighing of the fork 
trucks shall not be done unless approved by the truck manufacturer. 
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E. Industrial trucks shall be examined before being placed in service, and shall not be placed in service if 
the examination shows any condition adversely affecting the safety of the vehicle.  Such 
examination shall be made at least daily. 

F. When the temperature of any part of the truck is found to be in excess of its normal operating 
temperature, thus creating a hazardous condition, the vehicle shall be removed from service and 
not returned to service until the cause for such overheating has been eliminated. 

G. Industrial trucks shall be kept in a clean condition, free of lint, excess oil, and grease. 

Proper Fuel Procedure 

A. Smoking is prohibited in refueling areas. 

B. LP Cylinder Changing Procedure 

1. Shut off valve on cylinder. 
2. Let engine idle until it stops. 
3. Shut off ignition switch. 
4. Disconnect coupling. 
5. Open hold-down straps, put empty tank in proper storage area, fastened securely to 

prevent falling over. 
6. Place full cylinder in mounting saddle, be sure to engage locating pin. 
7. Connect coupling. 
8. Open valve on cylinder slowly. 
9. Fasten hold-down straps. 
10. Choke engine and start. 

 

 

 

 

Hand and Power Tool Safety  

Hand and Power Tool Safety is regulated by OSHA’s 29 CFP 1926 Subpart I and 29 CFR 1910 

Subpart P 

 

Types of power Tools based on their power source: 

 Electric 

 Pneumatic 

 Liquid Fuel 

 Hydraulic 

 Powder-actuated 

 

All Safety switches and guards must remain on at all times 

It is suggested that a tool checklist be near all tools and the tool should be inspected prior to each use 

PPE’s are required to be worn at all times 
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LADDER SAFETY 

 

Falls from portable ladders (step, straight, combination and extension) are one of the leading causes of 

occupational fatalities and injuries.  

Read and follow all labels/markings on the ladder.  

Avoid electrical hazards! – Look for overhead power lines before handling a ladder. Avoid using a 

metal ladder near power lines or exposed energized electrical equipment.  

Always inspect the ladder prior to using it. If the ladder is damaged, it must be removed from service 

and tagged until repaired or discarded.  

Do not use a self-supporting ladder (e.g., step ladder) as a single ladder or in a partially closed position.  

Do not use the top step/rung of a ladder as a step/rung unless it was designed for that purpose. Portable 

Ladder Safety Tips TM  

Always maintain a 3-point (two hands and a foot, or two feet and a hand) contact on the 

ladder when climbing. Keep your body near the middle of the step and always face 

the ladder while climbing (see diagram).  

Only use ladders and appropriate accessories (ladder levelers, jacks or hooks) for their 

designed purposes.  

Ladders must be free of any slippery material on the rungs, steps or feet.  

Use a ladder only on a stable and level surface, unless it has been secured (top or 

bottom) to prevent displacement.  

Do not place a ladder on boxes, barrels or other unstable bases to obtain 

additional height.  

Do not move or shift a ladder while a person or equipment is on the ladder.  

An extension or straight ladder used to access an elevated surface must extend 

at least 3 feet above the point of support (see diagram). Do not stand on the 

three top rungs of a straight, single or extension ladder.  

The proper angle for setting up a ladder is to place its base a quarter of the 

working length of the ladder from the wall or other vertical surface (see 

diagram).  

A ladder placed in any location where it can be displaced by other work 

activities must be secured to prevent displacement or a barricade must be erected to keep traffic 

away from the ladder.  

Be sure that all locks on an extension ladder are properly engaged.  
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Do not exceed the maximum load rating of a ladder. Be aware of the ladder’s load rating and of the 

weight it is supporting, including the weight of any tools or equipment.  

 
For more complete information: 

 

Occupational 
Safety and 
Health 
Administration 

U.S. Department of Labor 
http://www.osha.gov/index.html (800) 321-OSHA 

 
OSHA 3267-09N-05 

 

Welding, Cutting and Brazing 

Fire prevention techniques must be used during welding, cutting and brazing.  Proper handling, 

transportation, use and storage of compressed gas cylinders is important.    

Proper operating procedures need to be followed to ensure a safe means of welding and cutting.  You 

must comply with OSHA 29CFR Part 1910 Subpart Q. 

You must perform all welding in a designated area where all flammable material and rags have been 

removed and the area is well ventilated.  A proper fire extinguisher must be present along with 

someone designated to operate it in case of an incident.   

All cylinders must be stored in a well-protected, ventilated area 20 feet away from all flammable 

material.  

Before lighting the torch purge the Acelytene and oxygen lines.  Always light the acelytene first then 

open the oxygen.  Safety devices important to prevent fires and/or explosion: Pressure Relief Valves, 

Backflow Preventers, Fuel Gas Hose – red (sometimes black), Oxygen Hose – green, Hose protection 

& Pressure-reducing regulators.   

During Arc welding and cutting make sure that the machine is well grounded, all electrode 

connections must be cleaned and firmly attached.  Do not use flammable gas cylinder or tanks as 

ground and make sure the area is dry and free of other hazards.   

OSHA has divided health hazards for welding into two categories; Chemical and Physical.   

PPEs that should be worn when welding include; hard hat, safety shield, safety gloves, safety glasses, 

safety shoes safety sleeves and apron and chaps.   

http://www.osha.gov/index.html
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CHAIN SAW USE AND SAFETY PROCEDURES 

POLICY STATEMENT: 

Everyone that uses or is near a chain saw shall adhere to the requirements of this policy. 

SCOPE: 

A.  This policy applies to all employees.  It shall be the responsibility of the employee to follow these requirements, for the 
care and use of all chain saws, in order to insure safety under normal conditions of usage.  This policy is not to be construed as all 
encompassing. 

INTRODUCTION 

REACTION FORCES: 

In the operation of a chain saw, engine torque is transferred to the chain. The energy is then used to cut wood. But to every 
force (action) there is always a reaction force in the opposite direction. Thus, if the chain contacts wood or any other 
obstruction where the chain is moving away form the operator, the operator will feel the saw being pushed toward him. And, when 
the work contact is made on the underside of the bar where the chain is moving toward the operator, the person will feel the saw 
being pulled away from him. 

KICKBACK: 

Is another reaction, the MOST dangerous of these reactive forces.  It occurs only when solid contact with the 
moving chain is made at the upper quadrant of the bar nose. A violent kickback will occur any time the chain hits 
a solid object (or takes too large a cut) while rounding this top quadrant of the bar nose. For the instant that the 
chain is stopped cold, the engine drives the guide bar to rotate inside the chain loop. This results in a pin 
wheeling rotation of the chain, the saw, and the bar during which the bar nose kicks back in an arc towards the 
operator. This is kickback the most dangerous of the reactions which can cause loss of control. 

HOW TO MAINTAIN CONTROL: 

A.    You must keep the front handlebar diameter in the webbing between the thumb and index finger of 
your left hand.  This grip helps maintain control of the saw and limits the possibility that 
your hand will come in contact with the chain. 

D.  Hold the front handlebar close to the balance point of the saw (or where you can best oppose and absorb 
the push, pull and kickback forces of the saw without having it twist out of your grip.) 

C. Get a good grip on the rear handle. 

D. Maintain your balance on both feet, and do not reach above chest height with the saw engine, or reach so 
far forward that you could be drawn off balance by the saw's reactions. 

E. Stand a bit to one side so that no point of your body is behind the chain line (in the line the will take if it kicks 
back). 

HOW TO REDUCE THE CHANCE OF KICKBACK: 

A. Avoid letting the nose section of the saw contact any object. 

B. Avoid use of the nose section of the saw for cutting.  Cut well back of the straight section of the bar. 

C. Be sure to keep your chain sharp and properly tensioned on the saw, because a loose or dull chain is apt 
to increase the chance of kickback. 
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D. Use extreme caution when cutting brush, hedges and other "whippy" material. Cut only one piece at 
a time and make sure that the nose of the saw stays in the clear. 

E. Never bore with the nose section of the saw. 

PROTECTION FROM VIBRATION: 

These are measures that can be taken by the operator to possibly reduce the effects of vibration: 

A. Keep your body warm in cold weather. When operating the saw wear gloves to keep the hands and 
wrists warm. 

B. Refrain from smoking. 

C. After each period of operation, exercises to increase blood circulation. 

D. Take frequent work breaks.  Limit the amount of exposure per day. 

E. Keep the saw well maintained, fasteners tightened and worn parts replaced. 

HEARING PROTECTION: 

Long or continuous exposure to high noise levels, such as involved in the operation of a chain saw, may cause 
permanent hearing impairment or other possible effects. 

A. All chain saw operators shall wear a hearing protection device. 

B. All persons helping around a chain saw in use shall wear a hearing protection device. 

EYE PROTECTION: 

A. All chain saw operators shall wear eye protection at all times, including the operation of the saw and 
clean-up operations. 

B. All persons helping around a chain saw in use and during clean-up operations shall wear eye protection. 

HAND PROTECTION: 

A.   Gloves shall be worn at all times during the operation and maintenance of the chain saw. 

HEAD PROTECTION: 

A.   Hard hats SHALL be worn by employees at all times during the falling, bucking and clean-up operations. 

YOUR PHYSICAL CONDITION: 

A. Work relaxed but stay alert. 

B. Take a break from work whenever you begin to tire. 

C. Never operate when tired or under the influence of alcohol or any drugs which may affect your 
balance, coordination or judgment. 

D. Always do any lifting job with you leg muscles, not your back. 
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PREPARING FOR USE DAILY 

ATTENTION TO CHAIN AND GUIDE BAR: 

A.  At the end of each day of cutting, clean the sawdust from the guide bar mounting pad, the clutch 
area and the clutch cover. Clean out sawdust from the chain groove in the guide bar. 

 
B.    File and clean the saw chain. 

C. Each time the bar is removed, reverse its position (top for bottom on the saw) to distribute the wear. 

D. The sprocket nose of the guide bar may need a grease change every day of cutting.  The proper time to 
change the grease is while the nose is still warm from operation and the old grease is still soft. 

FLUIDS (FUEL AND CHAIN OIL) CHAIN OIL: 

A. Approved chain oils are recommended because it is designed for the chain oilers. Formulated with viscosity 
improvers, this oil remains free flowing in below freezing weather - needs no dilution. 

B. Disapproved oils: Used, dirty or otherwise contaminated oils and any water based synthetic chain lubricants. 

C. Fill chain oil tank at the start. Then refill every time the engine is fueled. 

D. The rate of oil discharged depends on the engine speed. The higher the RPM, the more oil is pumped.  No oil is 
pumped during idling of the engine. The chain should always be quite moist in the area of the connecting links. 

FUELING THE SAW: 

A. Select bare ground for fueling.  DO NOT SMOKE or bring any flame or sparks near fuel.  Move a 
minimum of ten (10) feet from the fueling spot before cranking the engine. 

B. The fuel tank may be under enough pressure to cause fuel to spurt out when the cap is unscrewed. To 
prevent this, always loosen fuel cap very slowly about 1/6 to 1/4 turn and wait for the tank to depressurize 
before you remove the cap. 

C. The engine is lubricated by oil mixed with gasoline.  Follow the manufacturer's recommended oil to 
gasoline mix ratio. 

D. Never mix fuel directly in the saw tank. Use only approved gasoline storage can for both nixing and 
storage of fuel. Do not use glass bottles (which can shatter or explode) or plastic jugs (which were 
not intended for gasoline storage and might contaminate the fuel). 

PROPER GRIP AND STANCE: 

A.   The proper grip to use at all times is where the fingers encircle the handle and the thumb is 
wrapped on the opposite Side from the fingers. This grip is less likely to be broken by a kickback or similarly sudden 
reaction of the saw. 

B.  Always hold the saw firmly with both hands when the engine is running. Always keep your LEFT 
HAND on the front handlebar and RIGHT HAND on the rear (throttle) handle, so that your body is to 
the left of the cutting line of the chain. Do not under any circumstance operate the saw with one hand. 
Never use a cross-handed grip, or any stance which would place your body and arm across the cutting line 
of the saw chain. 

C. The proper stance for operating includes the following: 
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1. Weight balanced on both feet - both feet on solid ground. 

2. Left arm kept in a "straight-arm" position with elbow straight to withstand any kickback force. 

3. Body always to the left of the chain line. 

4. Grip maintained on handles as described (above). 

5. Avoidance of any off-balance or overextended cutting stance. Especially, do not reach above 
chest height with the saw, or way out in any direction to make a cut. 

D. The proper stance and saw placement for starting includes the following: 

1. Hold the saw down on a clear, level surface with the bar and chain in the clear. 

2. Body to the left of the chain line.  Never straddle the saw or lean across it past the chain line. 

3. Hold the front of the handlebar on top, behind the chain guard. 

4. Put the toe of your shoe over the rear chain guard platform to hold down the rear of the saw. 

5. Pull the starter grip straight up with your right hand. 

E. The proper procedure for cutting includes: 

1. Starting up the engine, and then taking a stance in front of the wood. 

2. Positioning the saw, but revving it to full speed before the chain touches the wood (this prevents 
violent reactions). 

3. Watching the progress and being road to stop cutting pressure and hold up the saw so it pull 

 you off balance as the chain exits suddenly free. 

STARTING AND STOPPING: 

A. Place ignition switch to "RUN" and position choke to "FULL". 

B. Latch trigger for starting. 

C. Hold saw down properly.  Pull the rope slowly to engage the starter. Then crank the engine with smooth 
but vigorous pulls on the starter grip.  Hold onto the grip during each rewind,  to reduce kinking and 
fraying of the rope. 

D. Crank the engine until the engine fires (coughs or runs briefly).  Then open the choke half-way. 

E. Crank the engine at half choke to start it.  Smoothly open choke to the "OFF" position in time to 
keep the engine running. 

F. Switch your hand from the starter grip to the throttle handle. Squeeze the trigger and you will have control of the throttle. When the 
saw is warm enough, let it idle while you take your stance for cutting. 

G. To "STOP" the engine place the ignition switch to "OFF". 
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THE WORKING AREA  

WORK AREA PRECAUTIONS: 

A. Cut only wood or materials made from wood; no sheet metal, no plastic, no masonry, and no non-wood 
building materials. 

B. Never allow a person to operate a chain saw who has not received instructions for the safe and 
proper use of chain saws. 

C. Everyone - helpers, bystanders, children and animals, and other operators - MUST be kept a safe 
distance from the cutting area.  During felling operations, the safe distance should be at least twice the 
height of the largest trees in the felling area. Only one person shall be working on a tree. 

D. At any time a chain saw is to be used there shall be at least two people at the job site, an operator 
and a helper.  This is due to safety considerations such as a saw accident,  
falling a tree into a power line, etc.. 

E. During bucking operations always cut from the uphill side so that the cut off section of the log 
will not roll over you. Make sure that the cut-off wood will not fall on your toes or on your head. 

F. Make sure that there are no overhead obstructions.  If you accidentally knock down a power line or discover one 
that is down, DO NOT GO NEAR IT. But notify the power company as soon as you are able.  Keep all persons 
away from the area until the power arrives at the work site. 

G. Clear your working area of all materials likely to trip you, snag the saw, catch fire from the hot exhaust, or block 
your safe retreat from a falling tree. 

H.  Before cutting limbs or felling trees, inspect the area to be sure the wood will not strike buried pipelines or 
damage property. 

UNUSUALLY HAZARDOUS CONDITIONS: 

A. Do not fell trees or go underneath them during periods of high wind or heavy precipitation. Take no chances during 
periods of extreme hazard. You can wait to do your cutting after the hazard has ended. 

B. Do not use saws to cut down trees having extreme lean or large trees that have hollow trunks. Have these trees 
pushed or dragged down with power equipment. 

C. Work only when visibility and light are adequate for you to see perfectly what you are doing. 
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SAFETY PRECAUTIONS  

FOR CHAIN SAW USERS 
 Use safety footwear, snug-fitting clothing, 

and eye, hearing and head protection. 

• Wear non-slip gloves to improve your grip. 

Do not wear scarves, jewelry, or neckties 

which could be drawn into the engine or 

catch on the chain or underbrush. 

• Always hold the chain saw with both 

hands when the engine is running. Use a 

firm grip with thumbs and fingers encircling 

the chain saw handles. 

 

GUARD AGAINST KICKBACK: 

a) Hold the chain saw firmly with both 

hands. Don't overreach. You cannot 

maintain good control of the saw if 

you cut above shoulder height. 

b) Don't let the nose of the guide bar 

contact a log, branch, the ground or 

any   other   obstruction.   Use   the 

SAFE«T»TIP® anti-kickback device*. 

c) Cut at high engine speeds. 

d) Keep the chain sharp. Don't operate 

with a loose chain. Maintain the correct 

tension of the chain as prescribed in this 

Owner's Manual. 

• Guard against the effects of a long or 
continuous exposure to noise, such as 
involved in the operation of a chain saw. 
Hearing protection devices are available 
from your local Homelite dealer. 

• Never operate a chain saw when you are 

fatigued. 

• Keep all parts of your body away from the 

saw chain when the engine is running. 

 

BASIC PRECAUTIONS WITH CHAINSAWS 
• Always carry the chain saw with the 

engine stopped, the guide bar and saw 
chain to the rear, and the muffler away 
from your body. When transporting your 
chain saw, use the appropriate guide bar 
scabbard. 

• Always use caution when handling fuel. 

Move the chain saw at least 10 feet (3 m) 

from the fueling point before starting the 

engine. 

• Keep the handles dry, clean and free of 

oil or fuel mixture. 

• Shut off the engine before setting down the saw. Do not 

leave the engine running unattended. 

• Operate the chain saw only in well ventilated 
areas. 

• Be sure that the chain stops moving when 

the throttle control is released. 

BASIC PRECAUTIONS 
ABOUT MAINTENANCE 

• Never operate a chain saw that is dam 

aged, improperly adjusted, or is not 

completely and securely assembled. Be 

sure that the saw chain stops moving 

when the throttle   control   trigger is 

released. 

• All chain saw service, other than items in 

the Owner's Manual maintenance 

instructions, should be performed by 

competent chain saw service personnel. (If 

improper tools are used to remove the 

flywheel or clutch, or if an improper tools 

used to hold the flywheel in order to remove 

the clutch, structural damage to the flywheel 

could occur which could subsequently 

cause the flywheel to burst.) 

BASIC PRECAUTIONS IN 
CUTTING/WORK AREA 

• Do not operate a chain saw in a tree unless you 

have been specifically trained to do so. 

• Keep bystanders and animals out of the 
work area. 

• Never start cutting until you have a clear 

work area, secure footing, and a planned 

retreat path from the falling tree. 

• Use extreme caution when cutting small 

size brush and saplings, because slender 

material may catch the saw chain and be 

whipped toward you or pull you off  

balance. 

• When cutting a limb that is under tension, 

be alert for spring back so that you will 

not be struck when the tension in the 

wood fibers is released. 
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SEAT BELT / RESTRAINT POLICY 

 

It is the policy of the City of Grinnell that all employees operating official vehicles, equipment, 

personal and rental cars on official business and other occupants use seat belts and shoulder restraints. 

 

Employees operating equipment with a Rollover Protective Structure (ROPS) shall use seat belts when 

operating the equipment. 

 

Employees are also prohibited from riding in or on parts of a vehicle not designed for human 

occupancy.  This includes but is not limited to pickup and truck boxes, fenders, steps and bumpers.   

 

Failure to comply with these rules is a violation of the City of Grinnell safety policies, which is cause 

for disciplinary action.   

 

ASBESTOS HANDLING 
Purpose: 

To establish guidelines and procedures in the operations and maintenance of asbestos containing 

material to protect all employees and visitors from potential health hazards of asbestos related 

diseases.  Only qualified employees shall be involved in any asbestos repairs, maintenance or removal.  

All unqualified employees shall be protected from exposure to asbestos fibers by isolating and 

controlling access to all affected areas during asbestos work. 

When in doubt, treat all material containing asbestos and comply with all applicable rules, 

regulations and protective measures.  Any employees who discovers Asbestos Containing Material 

(ACM) or suspect ACM in damaged or poor condition shall report it to their supervisor and the 

Environmental Health & Safety Coordinator so that the identified material can be repaired.   
What is Asbestos? 

 Any building material that contains greater than 1% of asbestos must be treated as asbestos containing 

material. (This is determined with an asbestos building inspection or through our asbestos testing only 

solution.)  

 Asbestos is a naturally occurring mineral and is distinguished from other minerals by the fact that its 

crystals form into long, thin fibers. Asbestos fibers are long, narrow and bind easily with materials used 

in construction. Asbestos is also used in fire proofing because of its excellent heat resistance.  

Why is Asbestos Harmful to your health? 

Asbestos has been found to cause permanent health issues with the most potentially hazardous route of exposure 

being inhalation. The three main diseases that result from asbestos are asbestosis, mesothelioma, and lung 

cancer.  

Definitions of Terms:  

 Friable - Anything that you can condense to powder with hand pressure. (examples: acoustic plaster, 

fireproofing, pipe insulation, ceiling tile)  

 Non-friable - The asbestos fibers are typically released when the materials become damaged or 

disturbed. (floor tile, transite panels)  

http://www.amesenvironmental.com/asbestos/AsbestosInspection.html
http://www.amesenvironmental.com/asbestos/TestingOnly.html
http://www.amesenvironmental.com/asbestos/TestingOnly.html
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How Do I Know If I Have Asbestos? 

Asbestos can be anywhere and in any type of building. You will not be able to tell whether a material 

contains asbestos simply by looking at it, unless it is labeled.  

General Information: 

 Asbestos is still being mined and asbestos containing products are still being manufactured. The 

countries of Russia, Kazakhstan, China, Canada, Brazil, and Zimbabwe accounted for 95% of the 

world’s production.  

 Asbestos is an excellent thermal insulator, a good noise insulator, and is resistant to the effects of 

friction and most chemicals.  The qualities that make asbestos an excellent building material also make 

it the environmental problem that it is today. In fact you can still buy asbestos products at your local 

hardware store. Therefore, your house might have asbestos, no matter its age.  

 Your Ames Environmental, Inc. lab report will list the material and the presence or absence of asbestos.  

If present, the amount of asbestos will be shown as a percent. If the sample contains greater than one 

percent asbestos, it is an asbestos containing material or “ACM”.  Lab results are listed by the mineral 

name. There are six types of asbestos: chrysotile, amosite, crocidolite, actinolite, tremolite and 

anthophyllite.  

Please Note: 

 The EPA does not recognize a safe level of asbestos exposure.  

Types of Testing: 

 Transmission Electron Microscopy (TEM)  

o Considered to be the best method for asbestos detection.  

o The EPA suggests that this is the best method, but they don't require it. TEM has more 

sensitivity then PCM.  

o Currently considered the best analytical method for identifying asbestos fibers in the air.   

o Provides a definitive identification of asbestos for the small fibers found on air filters.  

o Can detect much smaller fibers than PCM.  

o Particularly important for clearance air samples.  

o Suggested by the EPA for floor tile analysis.  

 Phase Contrast Microscopy (PCM)  

o Most commonly used form of air sample analysis.  

o Does not distinguish asbestos fibers from other fibers, therefore it counts all fibers meeting the 

NISOH 7400 rules found on the air sample filter. It is important to remember that PCM cannot 

detect the smallest of asbestos fibers present in air sample filters.   

 Polarized Light Microscopy (PLM)  

o Very accurate pre-test.  

Training 

All City of Grinnell employees shall receive awareness training to carry out their work without endangering 

themselves, their co-workers and other building occupants.  No City of Grinnell employees is currently certified 

to work with asbestos.   
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Police Officer Standby Policy 

 
This policy is designed to offer assistance when a City of Grinnell employee believes there is a chance 

of conflict with an individual(s) when planning future job related activities.  The best course of action 

when a conflict unexpectedly arises is to walk away and report the incident to your supervisor. 

Examples of situations that may require police officer standby: 

 Utility shutoffs 

 Nuisance documentation & cleanup 

 Events or facility openings 

 Previous knowledge that a person has caused problems or was difficult in the past 

 

Call dispatch, (641) 623-5679, and identify yourself as a City of Grinnell employee that is requesting a 

police officer to standby.  Make sure to have the following information before calling dispatch: 

 Standby address 

 Name of occupant or person(s) in question 

 Call back number (officer may contact you) 

 Date & time you are requesting standby 

 Location a block or two away from address to meet officer 

 Estimated time you will be at the meeting location (generally 15 minutes) 

 

*It is the employee(s) responsibility to contact their supervisor and/or dispatch.* 
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Seasonal Safety Packet  
Airport 

Cemetery 

Community Center Building 

Drake Library 

Grinnell Mutual Family Aquatic Center 

Park Shop 

Public Safety Building 

Public Service Building 

Stewart Building 

Waste Water Plant 

Water Treatment Plant 

 

Parks 

Arbor Lake 

Bailey Park 

Central Park 

Summer St Park 

Lions Park 

Merrill Park  

Miller Park / Lake Nyanza 

Thomazin Park 

Van Horne Park 

Waterworks Park   

 

Airport 
Mowing  

4 Seasons, Josh Asberry, 990-8732 will mow the Airport 

 

Snow Removal 

Airport FBO, Assisted by Public Works staff during heavy accumulation 

 

 

Cemetery 
Mowing 

Taylor Devig, Devig Services, 3017 Zeller Ave Gilman, 641-750-2298 

 

 

Snow Removal 

Public Service / Parks Department  

 

 

Community Center Building 
Outside maintenance 

Mowing 

4 Seasons, Josh Asberry, 990-8732 – this is part of the Central Park Mowing Bid 

 

Snow and Ice Removal  

 

All four entrances at the Community Center Building are the responsibility of the maintenance 

department.  This includes Park Street entrance ramp and steps; 4
th

 Avenue entrance in front of the 

main lobby; the Recreation Department and the alley ramp.   

 

Snow fall is the responsibility of the maintenance person on duty.  They are to let the Public Works 

know if they need help 
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Interior maintenance 

Daily cleaning (floors, restrooms, glass doors) is done by the contracted firm Quick and Clean, owned 

by Jeff and Faith Gibson. Email address is quick@partnercom.net.  Cell phone contact: 641-751-2861 

 

Drake Library 
Outside maintenance 

Snow and ice removal 

All entrances at the Drake Library are the responsibility of the Library Staff.  This includes the front of 

all the doors at the Parks Street entrance and two doors facing 5
th

 Avenue.  This area will be cleared 

prior to opening the library building.  The fire exit off the children’s area and the back door by the 

dumpsters will be cleared by Library Staff prior to opening the library building.  

Sidewalks and a path leading from the side walk to the front door areas will be cleared and sno-melt 

applied as necessary by Public Services.  Pathways through the prairie will not be maintained in the 

winter time.  Snow is not to be left on library grounds or within parking lot. 

 

 Parks Dept.: 236-2619 

 

 Street Dept.: 236-2632 

 

If walks are dangerously icy when City workers are not available, Library staff will scatter snowmelt 

as needed 

 

Mowing and other outside maintenance 

Mowing of non-prairie areas will be done by one of the following services and will be arranged by the 

Library Director. 

Brad’s Mowing Service – Brad Shutts – 641-325-0004 cell 

L&D Lawn and Snow – Mike Long – 641-990-9118 cell 

 

Other exterior cleanup will be done when the library staff find it necessary and will be done by 

volunteers whenever possible.   

 

Interior maintenance 

Daily cleaning (floors, restrooms, glass doors) and simple light bulb replacement is done by the 

contracted firm Quick and Clean, owned by Jeff and Faith Gibson. Email address is 

quick@partnercom.net.  Cell phone contact: 641-751-2861 

 

Replacement of air filters throughout the library building is done every 6 months by Public Services 

Department personnel. 

 

Dusting and other needed cleaning of shelves, counters, windowsills, etc. is done by volunteers and 

library staff.  Library staff members are responsible for keeping their own work areas clean, emptying 

their recycling into central containers, keeping the staff lounge area neat, and putting out recycling 

containers. 

 

Maintenance beyond regular cleaning  
Repairs of a non-routine nature are done by various local maintenance services or specialized vendors 

as needed. 

mailto:quick@partnercom.net
mailto:quick@partnercom.net
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Library staff are responsible for maintaining the MSDS file, ordering maintenance supplies, and 

performing the monthly check of fire extinguishers    

 

 

Grinnell Mutual Family Aquatic Center – 120 8
th

 Avenue 
Supervisor:   
Kelly Rose – Parks and Recreation Director: Aquatic center phone: 641-236-2621 

        Rec Dept phone: 641-236-2620 

        Cell phone: 641-990-1606 

 

Jan Anderson – Water Resource Director: Office: 641-236-2600  

        Cell: 641-990-0354 

 

  – Waste Water Plant   office: 641-236-6302 

        Cell: 641-990-7526 

 

 

Summer set up and Winterization: 

Facility set up is done by Jan Anderson and the Waste Water Treatment Plant in conjunction with 

ACCO. 

 

Mowing 

Kelly Rose will mow and trim inside the facility fence. 

Brad Shutts will mow outside the facility fence 

 

Snow Removal 

Snow is only removed along the bike trail on the west side of the facility by the Public Service 

Department. 

Snow is removed on the East Sidewalk by the Public Service Department Department 641-236-2632 

 

 

Park Shop 
Mowing 

4 Seasons, Josh Asberry, 990-8732 

 

Snow Removal  

All employees will share in this duty 

 

 

Public Safety Building 
Mowing 

Will be taken care of by the Fire Department Staff 

 

Snow removal 

Parking lots, Apparatus Apron, City sidewalks will be taken care of by the Public Works / Parks 

Department 

 

Walkways on FD side of building, Front Walkway, all Fire Exits, 6’ out from apparatus doors; 
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 Primary: on duty fire personnel  641-236-2688 

 Secondary: on duty police personnel 641-236-2670 

 

Walkways on PD side of building 

 Primary: on duty police personnel  641-236-2670 

 Secondary: on duty fire personnel  641-236-2688 

 

Inside general maintenance 

 Primary: Duane Neff 

 Secondary: GFD & GPD personnel 

 

 

Public Safety Radio Tower (behind old PSB) 
Snow removal 

 Public Works Department 

 

General Maintenance 

 Primary: Fire Department 

 Secondary: Police Department 

 

 

Public Works Building 
Mowing 

4 Seasons, Josh Asberry, 990-8732 

 

Snow Removal  

All employees will share in this duty 

 

 

Waste Water Plant 
Mowing  

4 Seasons, Josh Asberry, 990-8732 

 

Snow Removal  

The Waste Water stall will remove their own snow 

 

 

Water Treatment Plant 
Mowing 

Brad Shutts – This is part of the Water Works Park Bid 

 

The Water Dept. is responsible for all weed and grass control at all our Well sites. (The Well areas are 

not for public access.) 
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Snow removal 

The Parks Department usually does the side walk on the West and South side of the building. If for 

some reason they haven’t done it by the time we get equipment, the Water Treatment employees then 

do the sidewalk as well as the plant drive and parking area. 

 

The Parks Dept. will spread deicer on all sidewalks unless the Water Department has done so first. 

 

The Wastewater employees also clear around the individual Wells for our personal access for monthly 

Well statistics and in the event of an emergency we can hook up our emergency generator to the 3 

major wells. (The Well areas are not for public access.) 

 

 

Parks  
Arbor Lake 

Mowing 

Mike Shutts 

Snow Removal 

The Parks Department will take care of the parking lot 

The Bike Trail will be taken care of by Assistant Park and Rec Director Jamey Gibson 990-3433 

 

Bailey Park 

Mowing 

Mike Shutts 

 

Central Park 

Mowing 

4 Seasons, Josh Asberry, 990-8732 

 

Summer St.  Park 

Mowing 

4 Seasons, Josh Asberry, 990-8732 

 

Lions Park 

Mowing 

Mike Shutts 

Snow Removal 

Snow is only removed along the bike trail on the west side of the facility by the Public Service 

Department. 

Snow is removed on the East Sidewalk by the Public Service Department Department 641-236-

2632 

 

Miller Park / Lake Nyanza 

Mowing 

Mike Shutts 

 

Merrill Park 

Mowing 

Mike Shutts will take care of this park both the East and West side 
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Thomazin Park 
Mowing 

 4 Seasons, Josh Asberry, 990-8732 

 

Van Horne Park 

Mowing 

4 Seasons, Josh Asberry, 990-8732 

 

Waterworks Park 

Mowing 

Brad Shutts 

 

 

 

Designated Physician Policy 

 

December 4, 2006 

 

Purpose 

The purpose of this policy is to establish, maintain and enhance a working relationship with a designated care 

provider for any job related illness and/or injury.  The designated provider will be familiar with our needs and 

the importance of clear communication, quality care and early return to work programs following a work related 

injury and/or illness. 

 

Goal 

Utilizing a preferred provider will enable the City to accomplish consistency in care, standardized 

forms/correspondence and familiarity with the work environment and management and, along with the pre-

placement employment physical program, maintain and reduce costs of workmen’s compensation claims. 

 

Designated Workmen’s Compensation Physician 

The city of Grinnell has designated Grinnell Regional Medical Center at 210 Fourth Avenue in 

Grinnell as our workers’ compensation authorized treating clinic.  Employees with a work-related 

illness or injury will be required to have their initial evaluation with a physician at this facility.  If 

appropriate, and with prior approval from IMWCA, Grinnell Regional Medical Center may make 

referrals to other specialists. 
 

If the employee chooses to see another provider without referral from an authorized physician the employee will 

be responsible for all expenses associated with those visits.  No workers’ compensation benefits may be claimed 

unless seen by an authorized physician. 

 

In the event of an emergency where this is not possible, this requirement may be waived upon written approval 

from the City Manager or City Clerk. 
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Arc Flash Electrical Safety 
No City of Grinnell employee should be doing any hard wiring inside and electrical box since the City 

of Grinnell does not employ a certified electrician to be on staff nor do they have the 70E training 

required to do that work properly.  City of Grinnell employees are allowed to deal with breakers and 

lockout / tagout situations only.  If further repairs are required they will need to contact a qualified 

person to do so.   

It was discussed that typically only the Waste Water Treatment employees would have the need for 

any hard wiring repairs on an ongoing basis  The  City of Grinnell employee would contact the 

qualified electrician of their choice to come and perform the necessary repairs when hard wiring is 

required.  No contract has been signed with any one particular company to do this work.   

 

All electrical panels will have a warning label placed on them.    

 

 

Respiratory Protection Program 
Purpose 

This program was created to ensure the safety and health of our employees while performing tasks 

requiring the use of respiratory protection devices. All procedures and policies were prepared in 

accordance with OSHA regulation Section 1910.134 Respiratory Protection. 

 

Definitions- Key definitions can be found at 1910.134(b).  

 

Air-purifying respirator means a respirator with an air-purifying filter, cartridge, or canister that 

removes specific air contaminants by passing ambient air through the air-purifying element. 

 

Fit test means the use of a protocol to qualitatively or quantitatively evaluate the fit of a respirator on 

an individual. (See also Qualitative fit test QLFT and Quantitative fit test QNFT.) 

 

Filtering facepiece (dust mask) means a negative pressure particulate respirator with a filter as an 

integral part of the facepiece or with the entire facepiece composed of the filtering medium. 

 

Immediately dangerous to life or health (IDLH) means an atmosphere that poses an immediate threat 

to life, would cause irreversible adverse health effects, or would impair an individual's ability to escape 

from a dangerous atmosphere. 

 

Self-contained breathing apparatus (SCBA) means an atmosphere-supplying respirator for which the 

breathing air source is designed to be carried by the user. 

 

Employees Qualified to Wear Respirators 

 

Employee Name Respirator type/ Model Exposure type 
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Medical evaluation 

 The employer shall provide a medical evaluation to determine the employee's ability to use a 

respirator. 

 All employees must be medically evaluated prior to the fit testing procedure 

 All employees must be fit tested prior to using a respirator in the workplace.  

 The employer may discontinue an employee's medical evaluations when the employee is no 

longer required to use a respirator.  

 Employees will be provided with the medical questionnaire along with a self-addressed 

envelope to a selected PLHCP. The employee will complete the questionnaire and send it to the 

PLCHP as soon as possible. OSHA’s recommended questionnaire is available at: 

www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9783 

Facial hair 

 Employees covered under this program that wear respirators as part of their job will be 

required to remove all facial hair such as beards, sideburns and mustaches that could 

interfere with the proper seal of the respirator. 

Fit testing 

 Annual fit testing is required.  Fit Testing is also required whenever a different face piece 

respirator is used or when the employee’s physical condition changes. 

Follow the link for details on fit testing procedures: 

www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9780 

 

Selection of respirators 

 Complete an exposure assessment for each hazardous exposure. 

The following link is an OSHA eTool that can assist employers select the proper respirator: 

http://osha.gov/SLTC/etools/respiratory/respirator_selection.html 

 

Inspection of respirators 

 Inspected routinely including prior to non-emergency use 

 SCBA inspected monthly 

Maintenance and care of respirators 

Employees must clean and disinfect respirators using the procedures recommended by the 

manufacturer or those listed in 

www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9782  at the 

following intervals: 

 As often as necessary to maintain sanitary condition for exclusive use. 

 Before being worn by different individuals when issued to more than one employee  

http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9783
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9780
http://osha.gov/SLTC/etools/respiratory/respirator_selection.html
http://www.osha.gov/pls/oshaweb/owadisp.show_document?p_table=STANDARDS&p_id=9782
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 After each use for emergency use respirators and those used in fit testing and training. 

 Monthly for emergency use respirators located near chlorine rooms. 

Identification of filters, cartridges and canisters 

 All filters, cartridges and canisters used in the workplace must be labeled and color-coded 

with the NIOSH approved label. 

 The label must not be removed and must remain legible. 

 Filters, cartridges and canisters not meeting the label requirements will be immediately 

removed from the workplace. 

Breathing air quality and use 

Compressed breathing air shall meet at least the requirements for Grade D breathing air described in 

ANSI/Compressed Gas Association Commodity Specification for Air, G-7.1-1989 

 

 

RETURN TO WORK PROGRAM - May 16, 2011 
PURPOSE:  
It is the purpose of this program to provide guidelines for employees injured on the job whose 
injury has caused work restrictions preventing the employee from performing all of the essential 
functions of the job and to assist the employee, in keeping with the medical restrictions imposed 
by the employee’s physician, to become a fully functioning employee of the City.  

POLICY:  
A. It is the policy of the City of Grinnell to provide modified or alternate work, if available, 

for employees injured on the job, who are unable to temporarily or permanently return to 
his/her regular job classification.    

B. The City of Grinnell will make reasonable efforts to accommodate an employee injured on the 
job, unless the accommodations would impose an undue hardship on the employer. The 
employee must be able to perform the essential functions of the job, with or without 
reasonable accommodation, in order to be returned to work.  

C. The feasibility of reasonable accommodations shall be determined on a case-by-case basis, 
taking into consideration, among other things, the specific physical or mental impairment of 
the employee, the essential functions of the job, the work environment and the ability to 
provide accommodations.  

D. Objectives:  
1. To return an injured employee to work as soon as possible when there is not a significant 

risk of harm to themselves and others.  
2. To minimize financial hardship and emotional stress on the employee who has suffered a 

work-related injury.  
3. To assist employees in returning to work at a level as close as practical to the employee’s 

pre-injury earnings and productivity.  
4. To retain qualified and experienced employees.  

5.  To reduce the cost of disability benefit programs.  
E. Temporary light duty:  

1. Light duty is defined as modified duties or hours assigned to an employee injured on the 
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job, when the physician indicates the employee can return to work, but the employee is 
not yet physically capable of handling all of the essential functions and job duties 
normally assigned, and the employee’s work-related injury has not reached maximum 
medical improvement. It is understood that no new job will be created in order to 
accommodate an injured employee.  

2. The purpose of light duty is to provide temporary work, within medical restrictions, for 
employees injured on the job.  If a light duty position or assignment is available, the 
employee will be provided with the light duty assignment as soon as medically feasible.  
Light duty will be assigned in consultation with the physician.  

3. The purpose of light duty is to provide temporary work for employees injured on the job. 
Light duty may be available with a medical prognosis indicating that the employee is 
expected to return to full duty following a course of medical treatment.  

4. If an alternate duty position is available, employees may be provided with light duty as 
soon as medically feasible.  

5. Employees on light duty will continue to receive salary and benefits commensurate 
with the employee’s job classification.  The salary and benefits will be proportionately 
adjusted in keeping with the employee’s duties and work status. The status of light 
duty should be reviewed after each medical appointment and generally more often 
than every two weeks. Light duty assignments will not normally exceed 90 calendar 
days cumulative for any employee during their employment with the city of Grinnell 
without action of the City Council. 

 
6. Light duty procedures:  
 

A. Grinnell will provide the following:  
i. Provide the employee’s physician with a copy of the City’s 

Return to Work Policy and a listing of jobs for which the 
employee may be qualified.  

ii. Notify the employee of the light duty program.  
iii. Obtain information regarding the employee’s medical condition 

from the employee’s physician.  
B. The City will develop work assignments on a case-by-case basis, if available, 

depending on the employee’s medical restrictions. The City may meet with 
the injured employee to review the employee’s return to work status.  

C. The employee will review and sign Appendix A attached to this policy 
hereto. The employee will follow all medical restrictions placed on the 
employee by his or her physician.  

D. When the employee’s physician has determined that maximum medical 
improvement has been reached and the employee is able to perform the 
essential functions of the employee’s job, with or without a reasonable 
accommodation, the employee will be returned to the job classification 
and duties held prior to the work injury.  

E. When the employee’s physician has determined that maximum medical 
improvement has been reached and the employee is still unable to 
perform the essential functions of the job, with or without reasonable 
accommodation, the City will determine employee’s continuing 
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employment status in consulting with the City’s workers’ compensation 
carrier. The City reserves the right to have a physician, chosen by the 
City, review the medical findings and/or perform an examination of the 
employee. 

F. Restrictions resulting from personal illness or injury:  

i. Employees off duty due to personal injuries or illness may use 
accumulated paid leave and FMLA leave to the extent it is available. 

ii. Employees off duty due to personal injuries may request a ‘light 
duty’ assignment and these may be granted on a case-by-case basis.  
The maximum cumulative time period shall be 30 calendar days for 
personal injury assignments during their employment with the city of 
Grinnell.  These assignments will be made only if in the best interest 
of the city of Grinnell and its employees. 
If following the exhaustion of paid leave and FMLA leave, the 
restrictions resulting from an employee’s personal injury or illness 
prohibits the employee from performing the essential functions of the 
employee’s job, with or without reasonable accommodation, the 
employee may be terminated.  

iii. While the employee is laid off and eligible for recall, the employee must 
keep the City apprised of the employee’s address, telephone number, 
cell phone number and e-mail address, if available.  

G.   Responsibilities of the employee:  

i. To determine the appropriateness of the job assignment, the employee who 
is unable to return to work without restriction is responsible for keeping the 
City apprised of the employee’s medical condition and providing medical 
reports to the City as they are made.  

ii. If the employee rejects any assignment which is compatible with the 
employee’s medical restrictions, the employee shall not be compensated by the 
City or the City’s work comp carrier with temporary, partial, temporary total or 
healing period benefits during the period of refusal, as set forth in Section 85.53, 
Code of Iowa.  

iii. The employee assumes all responsibility for contacting the City to apply for 
available jobs and keeping updated on all new job openings.  
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Appendix A  

(EMPLOYEE)  

Return to Work Program Statement of Acknowledgement  

I acknowledge that I have been informed of the City of Grinnell Temporary Alternate Duty (TAD) program, and I 

understand and agree to abide by the restrictions defined by the attending physician and by the City of Grinnell as a 

condition of my participation in the Return-to-Work program.  

I further understand that if I do not follow the restrictions placed on me by the physician and the City of Grinnell, I 

may receive disciplinary action up to and including discharge.  

Employee Signature/Date:____________________________  

Witness Signature/Date:____________________________  
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Sexual Harassment Policy 
 

Employers position against Sexual Harassment 

Protect the employee’s rights 

Communication of roles and responsibility of management and employees 

 

Eliminating Sexual Harassment is the role of both the managers and the employees  

 

FACTS 

F – Familiarize yourself with the company policy 

A – Address incidents of Sexual Harassment immediately 

C – Cooperate 

T – Thoroughly investigate 

S - Satisfactorily resolve 

 

If you are the target 

• Respond to the problem 

• Make your feelings clear 

• Record time and place and specifics, who observed it 

• Report continuous harassment according.  If no formal policy report to your supervisor 

• If harasser is supervisor go to next person up 

If you observe 

• Help the victim make their feelings known 

• Support your co-worker and encourage reporting according to the company policy 

 

Prescription and Over-the-Counter Medications 

Because medications can affect an employee's ability to make decisions, exercise good judgment and 

operate equipment, employers should discuss possible side effects with their physician prior to their 

use.  This is especially true for employees who perform jobs that directly affect public safety and 

health.   

Employees are not required to disclose prescription drug use for legitimate medical purposes.  

Moreover, the Americans with Disabilities Act and the Rehabilitation Act of 1973 permit an employer 

to ask disability-related questions only if they are job related and consistent with business necessity. 

However, there are some prescribed and over-the-counter medications, such as amphetamines and 

benzodiazapines, that may result in a positive drug test. In this event, a Medical Review Officer 

(MRO) or other appropriate company personnel may inquire to determine if the employee has a 

legitimate medical explanation, such as a physician's prescription, for a positive drug test. 

http://www.dol.gov/elaws/asp/drugfree/drugs/ada.asp
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YOUR SAFETY ATTITUDE 
 

A good safety attitude includes several areas, foremost of which is a sense of responsibility and pride 

about yourself and “your” work.  A safety attitude will make you want to check your work area for 

hazardous conditions and improve your area’s appearance.  A good safety attitude will let you work at 

a steady, careful pace, especially on a ‘down day’ when you are not as alert as usual.  Patience with 

yourself and others will help you keep a level head for clear thinking.  Be sure of your instructions, 

maintain good housekeeping, wear proper equipment, and drive safely – All of these will help prevent 

injury and accidents to you and others / BE SAFE – THINK SAFETY. 

 

 

 

EMERGENCY PHONE NUMBERS 

 

Fire and Police                           911 

Ambulance                        236-4080 

Police (non-emergency)    236-2670 

Poison Info Center     800-222-1222 

 

Program Administrators 
  CPR/FA/AED –Kelly Rose 

 Blood Bourne Pathogens – Dan Sicard 

 Slips, Trips and Falls –Kelly Rose 

 Emergency Exit Plan – Rob Vest 

 Ladder safety –Dan Sicard 

 Fire Extinguisher – Dan Sicard 

 MSDS, Right-to-Know, Hazardous communication – Dave Popp 

 Personal Protective Equipment –Kelly Rose 

 Back safety –Kelly Rose 

 Forklift / Bucket Truck / Backhoe – Dave Popp 

 Confined Space – Dan Sicard with Dan Walker 

 Excavation – Jim Brown 

 Hearing Conservation – Ryan Ness 

 Lock-out / Tag-out – Rick Springer 

 Arc Flash Electrical safety – Ryan Ness 

 Tool Safety – Dave Popp 

 Extreme Temperature Safety – Kelly Rose 

 Welding – Dave Popp 

 Winter Driving – Kelly Rose 

 Chainsaws - Mike Johnson 
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Name:______________________________Date:_______________ 

 

I hereby certify that I have received a copy of the City of Grinnell 

Employee Safety Manual and have read this manual and understand 

its contents. 

 

 

Signature 



 68 

Consent or Decline Form 

Hepatitis B Vaccine 

Employee name (please print)  Social Security number 

______________________________________  ______________________________ 

Hepatitis B Vaccination Consent: 

I have had the opportunity to ask questions of a licensed health care professional regarding the Hepatitis B 

disease and I have read the immunization information and understand the risks of the immunizations. I know 

that, as with all immunizations, there may be vaccine side effects and there is no guarantee that I will 

become immune. I also know that I must receive 3 doses to achieve immunity. 

Employee signature     Date Signed 

_________________________________  ____________________________________ 

 

Witness signature     Date Signed 

_________________________________________________________________________ 

Decline of Vaccination for Hepatitis B (Mandatory Wording) 

I understand that due to my occupational exposure to blood or other potentially infectious materials, I may 

be at risk of acquiring hepatitis B virus (HBV) infection. I have been given the opportunity to be 

vaccinated with hepatitis B vaccine, at no charge to myself. However, I declined hepatitis B vaccination at 

this time. I understand that by declining this vaccine, I continue to be at risk of acquiring hepatitis B, a 

serious disease. If in the future I continue to have occupational exposure to blood or other potentially 

infectious materials and I want to be vaccinated with hepatitis B vaccine, I can receive the vaccination series 

at no charge to me. 

Employee signature     Date Signed 

_________________________________  _______________________________________ 

 

Witness signature     Date Signed 
________________________________________ ______________________________________ 
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Slips, Trips and Falls
An Overview

Definitions 
The National Safety Council provides the following definitions:

Slips - where there is too little friction or traction between the 
footwear and the walking surface that cause sudden imbalance.

Trips- when your foot collides (strikes, hits) an object causing you 
to lose your balance and, or, eventually fall.

Why the prevention of slips, trips and falls are 
important

National statistics:
•	 Falls from same height and elevated heights account for 

$13.3 billion in direct costs in 2009.
•	 Fastest growing source of direct costs of disabling claims in 

2009.
•	 Slips, trips and falls make up 15 percent of all workers’ 

compensation claims.
•	 Slip, trips and falls account for 25.6 percent of workers’ 

compensation costs
•	 The average slip and fall workers’ compensation claim 

costs nearly $22,000.
•	 65 percent of lost workdays are due to slip and falls.
•	 22 percent of slip and fall incidents resulted in more than 

31 days away from work.
*statistical information from Bureau of Labor Statistics, National 
Safety Council, National Flooring Safety Institute and Liberty 
Mutual Research Institute

IMWCA statistics:
• Slips, trips and falls account for 26.5 percent of total workers’ 
compensation claims costs in Fiscal Year 2010-2011
• Slips, trips and falls account for approximately 25 percent of 
total claims frequency in Fiscal Year 2010-2011

National statistics show that the majority (60 percent) of falls 
happen on the same level resulting from slips and trips. The 
remaining 40 percent are falls from a height. Same level falls 
represent high frequency and low severity while elevated falls 
usually have low frequency and high severity. 

Given the prevalent number and costs of claims due to slips, 
trips and falls, the Iowa Municipalities Workers’ Compensation 
Association (IMWCA) has developed this program using industry 
information to assist our members in developing and implement-
ing strategies proven to prevent slip, trip and fall injuries. While 
the emphasis of this information is to protect employees from 
work-related injury, some of this information can also be used to 
prevent slip, trip and fall incidents involving the public visiting 
your buildings and facilities.
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Component 1:  
Weather Related Strategies

The State of Iowa has some diverse weather including ice and 
snow in the winter, frost in the spring and fall, and rain in the 
summer. Each of these weather-related variables represents a 
potential source for slips and falls.

Ice, snow, frost and rain can cause a reduction in traction between 
footwear and a walking surface.  A reduction in traction can cause 
the foot to slip in an unintended direction which can result in a 
fall.  Traction is measured in Coefficient of Friction (COF).  It takes 
a COF of .4 to .5 or better to have excellent traction. Surfaces 
covered in ice or melting snow can have COF as low as .1 when 
proper footwear is not worn. Leather soled shoes when damp and 
slightly warm create a film of moisture between the shoe and the 
surface. The moisture greatly decreases the COF and increases the 
chances of hydroplaning and slipping.

There are a number of sound strategies to follow to help reduce 
weather-related slips and falls. We will examine four of the key 
components.

1. Footwear
Proper footwear suitable to the weather condition is a key com-
ponent.  Properly selected footwear can significantly increase the 
COF in a given situation and decrease slip potential.  

For people working outside, selecting a good work boot with a 
slip-resistant sole is a good place to start. Your local vendor can 
provide valuable information on the type of sole appropriate to 
the type of slip exposures you might encounter. For example, the 
sole needed to deal with oily wet floors might be different from 
soles need to deal with snow. In some 
extreme cases regular slip-resistant 
soles may need to be augmented 
with cleats or Yak Trax. Selecting 
appropriate add-ons will depend on 
the exposure and the tasks being 
performed.  

For people working inside but having to venture outside intermit-
tently, there are a few strategies that can be followed.
First, wear rubber slip-ons to provide traction to leather soled 
shoes. The slip-ons can also protect shoes against moisture.  

Second, when slip-ons won’t work, such as in the case of high 
heels, wear weather appropriate shoes outside and wear a 
separate pair of shoes for inside the office. One item to consider 
with this option is to provide an area for employees to store their 
overshoes or boots when they are not being worn.

2. Free Hands
When navigating sidewalks, parking lots or stairs during wet and 
slick conditions, it is important 
to keep hands as free as pos-
sible to help maintain balance 
and hold rails. Carrying materi-
als in shoulder bags or in carts 
not only helps keep hands clear, 
but also allows a clear view on 
the  path of travel. 

3. Take Your Time
A major factor in causing weather-related slips and falls is walk-
ing too fast for the conditions. Even with proper footwear, rushing 
can cause falls. 
The best strategy is to allow adequate travel time to get where 
you are going. Being late is better than rushing and not getting 
there at all!
http://www.youtube.com/watch?v=Fbb3631ew_4

4. Maintenance of Walkways
The employer can also help diminish slip and fall potential by 
working with custodial staff to develop and implement  a main-
tenance schedule to ensure 
that snow and ice are removed 
from walkways as soon as 
possible. Then use intermit-
tent inspections to safeguard 
against refreezing or new 
accumulation. The inspection 
process can also be used to 
monitor slick areas caused by rain runoff and frost accumulation 
in the fall and spring.
An example is attached.
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Summary
Preventing weather-related slips and falls is a multi-faceted 
approach that requires diligence by both the employer and the 
employee. The employee should select and wear proper footwear 
for the conditions and make sure they give themselves adequate 
time for foot travel. 
The employer should institute a walkway inspection program to 
ensure that surfaces are kept passable. Employers should also 
consider providing employees with shoulder bags or carts when 
their jobs require them to carry materials to and from work.
 
IMWCA Resources
•	 Suggested Online Training Course: Slips, Trips, and Falls 	

ST09	
•	 Suggested DVDs: How to Prevent Slips and Falls

http://www.imwca.org/WebSectionElement.aspx?id=155
http://www.imwca.org/VideoLibrary.aspx?WebSectionID=18
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Component 2: Entering and Exiting Ve-
hicles and Equipment

Although getting in and out of a vehicle seems like an innocuous 
undertaking, many people sustain serious injury from slips and 
falls while trying this simple task. Getting on and off equipment 
and vehicles accounts for 1 out of every 4 injuries to those operat-
ing equipment or driving trucks; some of these injuries can be 
quite severe.  

Mounting and dismounting large construction equipment such 
as dump trucks, motor graders and front loaders represents a 
year around slip and fall exposure.  Passenger-type vehicles also 
represent slip and fall exposures in certain situations too.

The best means of preventing 
slip and falls from equipment 
is to use three points of con-
tact to mount and dismount 
equipment. This process 
means that either two hands 
and one foot or one hand 
and two feet are in contact 
with the equipment steps and 
rails. For larger equipment, 
the specific procedure for three points of contact may vary based 
on equipment design. To ensure proper mounting and dismount-
ing procedures, an employer should consult with the manufac-
turer’s recommended procedure. In many cases, manufacturers 
may provide training videos on the recommended procedure.

Evaluate every truck and piece of equipment. The employer 
should provide additional steps, non-slip surfaces and hand holds 
where necessary. 

Once the proper procedure for a type of equipment is identified, it 
is important to train employees on that procedure.

Additional safety rules for getting on or off equipment or climb-
ing in the cab of equipment:
Do
•	 Only climb on or get off when the equipment or vehicle is 

stationary
•	 Always mount or climb down while facing the truck or the 

equipment
•	 Make sure that the points of contact you are using are clear 

of debris and mud
•	 Only use points of contact that were intended to be used to 

climb on or dismount (hubs and such should not be used).
•	 Look for obstacles on the ground below before exiting

Don’ts
•	 Don’t climb on or get down with something in your free 

hand. Put it on the vehicle floor and reach for it when you 
reach the ground. 

•	 Don’t rush to exit the equipment after a long run. Descend 
slowly, to avoid straining a muscle. 

•	 Never jump out. You may land off balance or on an uneven 
surface, and fall. 

For passenger-type vehicles such as cars, pickups and SUVs it is 
important to make sure you have firm footing with one or both 
feet before you put your entire weight on your feet. Maintain con-
tact with the door, car ceiling or assist handle to develop the three 
points of contact. Remember that sand and oily spots can lead to 
slips and falls just like snow and ice. Always be aware of the type 
of surface on which you are stepping!

IMWCA Resources
•	 Sample YouTube Training Video: www.interstatedriving.

com/news/2010/04/safety-tip-three-points-of-contact/
•	 Suggested DVDs: How to Prevent Slips and Falls

http://www.imwca.org/VideoLibrary.aspx?WebSectionID=18
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Component 3: Shop Safety

Maintenance shops are multi-operational sites that harbor the potential 
for numerous slip and fall exposures due to the equipment and materials 
used and the byproducts of the work.

Here is a list of some of the more common slip and fall exposures:
•	 Cords and hosed left on shop floor
•	 Wood and metal shaving accumulations
•	 Oil spots from mechanical work- may also include piles of oil 

absorbing material
•	 Unsecured rugs
•	 Uneven steps
•	 Equipment or tools left in walkways
•	 Boards or metal strips that extend into walkway
•	 Storing equipment without adequate walking space
•	 Dirt and snow falling from stored equipment
•	 Poor lighting
•	 Uneven surfaces or protrusions due to drains, lift rails and thresh-

olds
•	 Unsecured tools 

To address these exposures, IMWCA recommends 
these strategies:
•	 Store hoses and cords on retractable reels. 
When possible have reels extend from ceiling 
to keep them from lying on floors.

•	 Maintain good housekeeping practices. 
•	 Sweep floors regularly to remove shavings, oil 

dry and dirt accumulations.
•	 Clean up oil spots immediately.
•	 Remove boards and metal strips that extend 

into walkways.
•	 Store equipment and materials in a manner 

that allows space for walkways. This prevents 
someone from stepping over equipment.

•	 Inspect regularly to ensure that tools and 
materials are not left in walkways.

•	 Secure rugs so they lie flat on floor.
•	 Keep stairs clear.
•	 Maintain good lighting.
•	 Mark uneven surfaces or protrusions on floor 

with yellow paint.
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Component 4: Stairs

Throughout the day many people climb and descend stairwells at 
home, at work or in public. This simple task accounts for numer-
ous falls each year that result in severe injury. This section will 
identify the causes associated with stairwell falls and what strate-
gies can be used to prevent these occurrences.

The primary cause of stairwell slips and falls is the loss of bal-
ance. There are a few key reasons we typically lose our balance 
on stairs. Here are some points to remember when using stairs:
•	 Slow down going up or down stairs. Ensure a firm footing 
on each tread before taking the next step.

•	 Use the railing to provide balance security.
•	 Keep eyes on the path. Distractions can cause missteps.
•	 Do not carry items in your arms that obstruct the view of 

the steps. Not only can you misstep, but you will be unable 
to use the railing to catch yourself.

•	 Wear proper footwear. High heels, flip flops and slides can 
impede balance while climbing stairs.

                                                 
 
Correct 		        	       Incorrect

Proper maintenance of stairs is also important to slip and fall 
prevention. Accumulation 
of ice, snow and excessive 
sand on outdoor stairs 
can reduce proper foot-
ing. Frequently inspect 
stairs and clear away new 
accumulations as soon as 
practical. 

Slick wax, unattached or rolled carpet and items stored on stair 
treads can be trip hazards in offices or shops. Stair treads should 
be inspected frequently to ensure these conditions do not exist.  
High traction tape may be used to enhance the (COF) on treads. 
Specialty non-slip wax and other edgings are also viable options 
to improve traction on treads.

Stairwells should also be well lit to ensure good visibility. Burnt 
out bulbs or under illuminated fixtures should be replaced im-
mediately.

Finally, make sure that any 
set of stairs with three treads 
or more are provided with 
properly mounted handrails. 
Consult with the NFPA Life 
Safety Code to determine 
the handrail requirements 
for your stairwells.
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Component 5: Carpet, Cords and More

A common misperception is that there are no workplace hazards 
in places like offices, libraries or museums.  The reality is there 
are a number of significant risks in these locations, and slips and 
falls are a major cause of injury here, too.

In office settings some of the more common contributing factors 
are unsecured carpeting, cords strewn in walkways and under 
desks, drawers left open and materials stored under desks.

Carpets and rugs should be inspected frequently to ensure there 
are no rolls that create trip hazards. If rolls exist, the carpet 
should be restretched or replaced. Entry rugs should be adjusted 
to prevent rolls and the ends secured. 

As more electronic equipment is used in offices, more cords are 
present. Newer buildings have been designed to accommodate 
the increase in cords and wiring, however, older buildings with 
fewer outlets and no means to convey wiring in the walls or ceil-
ing may have to runs cords and wires on the floor. To address this 
exposure, bridges should be used to cover cords and wiring across 
floors.  The bridges should lie flat on the floor or be secured with 
tape. 

Cords and wires also represent a trip hazard when they dangle 
from the desk top to the floor. Employee’s feet can become 
tangled in unrestricted wires 
and cause employees to fall 
when they attempt to get up 
from their desk. Cords and 
wires should be placed in 
cord harnesses and secured 
to the desk to prevent 
dangling. 

Another cause of office trips 
and falls are low level filing 
drawers left open. Not only 
can these cause falls but the 
sharp edges can be a source 
a severe cuts.  Be sure to 
close all drawers that are 
not in immediate use. 

Probably the most important strategy for slip and fall preven-
tion in the office environment is to train employees to maintain 
awareness of their surroundings. Keep eyes on the path ahead 
and look for potential hazards. 
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Component 6: Elevated Work

Slips and falls from elevated work platforms like ladders, scaf-
folds and decks are not as frequent as other types of slips and 
falls but they tend to be very serious in terms of physical damage 
to the injured person.
Ladder related falls are the most typical falls that we see from 
this group. Fall from ladders are a result of a number of factors 
that can include:
•	 Using a ladder that is too short for the task.
•	 Setting up a ladder incorrectly or in an unstable manner.
•	 Over reaching from a ladder.
•	 Walking up a ladder with a load in hand.

Employees who may use ladders for their jobs should be trained 
on the following points according to Occupational Safety and 
Health Administration:
•	 Proper selection of ladders for the task, i.e. height, weight 

limits and type.
•	 Inspection of ladders prior to use.
•	 Proper set up of ladders including securing to base if ap-

plicable.
•	 Properly ascending and descending ladders with three 

points of contact.

IMWCA has online training and DVDs to assist with this training.  
Ladder manufactures may also have other resources to assist with 
training, selection and inspection.

Another common and yet unfortunate cause of falls from el-
evated work platforms occurs when employees stand on chairs or 
other makeshift platforms. These platforms are not intended for 
elevated work. Do not allow chairs to be used in lieu of a ladder 
regardless of the height of the task.

Regarding falls from scaffolding, poor construction or lack of 
proper railings are two of the most common reasons falls occur.  
Always use only qualified employees to set up scaffolding. Inspect 
the scaffolding each day and ensure all rails are in place and 
properly secured when scaffolding is in use. Employees should 
always climb scaffolding using three points of contact on the scaf-
folding rungs.

For moving work platforms, use basket trucks or man lifts with 
proper fall protection. Never use the bucket of a loader as a work 
platform. Buckets are not designed for this task. Many serious 
injuries occur when employees are knocked out of the bucket.

Finally, when working from elevated decks, always ensure that 
the railing system is in place and any gates or chains are in place 
before starting a task. 

IMWCA Resources
•	 Suggested Online Training Course: Ladder and Scaffold 

Safety LA09 		

http://www.imwca.org/WebSectionElement.aspx?id=155
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Component 7: Wet Floors

Slips and falls can occur anywhere when the potential of reduced 
traction exist. One element that contributes significantly to 
reduced traction is the presence of moisture on floors. Wet floors 
can occur in office buildings, shops, nursing homes, kitchens and 
any other location with impermeable flooring like tile, cement or 
marble.

There are several reasons that moisture occurs in these locations:
•	 Leaks from roof or plumbing
•	 Melting snow or ice carried in by footwear
•	 Housekeeping duties such as mopping or washing
•	 Condensation from washers
•	 Melting snow from equipment being serviced in shops
•	 Splashing from operations at water and wastewater treat-

ment facilities
  

Drain pipe splashing  
excessive moisture

Wet kitchen floor    

To reduce or eliminate moisture spots in walkways, follow these 
key, common sense strategies:
•	 Practice good housekeeping by immediately mopping up 
excess moisture. 

•	 When cleaning wet floors, place warning signs in travel 
portions of walkways.

•	 Fix leaks immediately.
•	 Place carpets at building entries to catch melting snow and 

ice from footwear. Change out carpets frequently during 
winter months to prevent over saturation.

•	 Ventilate rooms with high humidity, like laundry rooms 
and kitchens.

•	 Provide slip resistant mats in front of sinks, dishwashers 
and washer/dryers to keep water drips from accumulating.

•	 When possible use traction tape, textured paint or non-
slip floor treatment in environments with heavy moisture 
potential, such as water and wastewater buildings.

•	 Wear proper slip resistant footwear.
•	 Take your time when walking in areas that are generally 

wet, such as maintenance bays.
•	 Implement a reporting process that employees can use 

when they see a problem.

Warning signs and chain 
barrier to prevent passage 
on wet floor

IMWCA Resources
•	 Sample You Tube Training Video: Slip and Fall in Kitchen 

Video: http://www.bing.com/videos/search?q=slips+trips
+and+falls+in+kitchens&view=detail&mid=3E9C3F
7CDAB36D13D13E3E9C3F7CDAB36D13D13E&first=0
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Component 8: Health

Ice and snow, uneven walking surfaces and other contributing 
factors are generally the main causes of slips and falls. However, 
there is another causation that rarely gets covered but one that is 
increasingly playing a growing role in slip and falls. That causa-
tion is your health!

In a review of IMWCA slip and fall claims health-related condi-
tions were a contributing factor in either the cause or severity of 
the injury. In this section some health issues will be discussed.
First, obesity played a role in over half of the largest slip and fall 
claims. Overweight individuals with limited mobility were more 
susceptible to tripping due to problems associated with limited 
flexibility and balance. Obese individuals tended to suffer more 
acute knee and back injuries compared to other workers. 

Second, diabetics had a higher than average number of falls due 
to low blood sugar events that caused disorientation or fainting. 
Employers and employees must be vigilant about monitoring 
the employees’ glucose levels. This may include training for both 
parties on what to watch for as warning signs.

Third, medications, such as cold medicines and cough syrup, can 
affect you basic motor skills and cause imbalance. Employees tak-
ing medications that can affect their performance should report 
this to their supervisor. If an employee is unable to safely perform 
the functions of their duties due to medication, then the employee 
should use sick days until they are cleared for duty.

Finally, sleep deprivation can affect your balance in a man-
ner similar to medications. Your balance and awareness can be 
impeded if you are tired. Making sure employees are well rested. 
If they appear overly fatigued, then the employee should be reas-
signed or sent home.

In summary, besides a safe and compliant workplace, employee 
health also affects the probability of slips and falls in the work-
place. Employers should monitor their employees to ensure they 
are physically capable of doing the job and provide assistance to 
those with morbid conditions to control the potential problems. If 
employees are having problems with slips and falls, a functional 
capacity exam might be in order. Always be sure to consult with 
your employment attorney or Human Resources professional for 
guidance.



Grinnell PUBLIC WORKS AND GROUNDS Meeting 
MONDAY, AUGUST 17, 2015 AT 6:15 P.M. 

IN THE COUNCIL CHAMBERS OF THE 
GRINNELL COMMUNITY CENTER 

 
 
TENTATIVE AGENDA 

ROLL CALL:   Hueftle-Worley (Chair), Wray, Bly 
 
 
PERFECTING AND APPROVAL OF AGENDA:       
 
 
COMMITTEE BUSINESS: 
 

1. Consider approval of the amended supplemental agreement for 
maintenance of Primary Roads in Municipalities between the Iowa 
Department of Transportation and city of Grinnell for FY2016.  

2. Consider resolution approving the contract for the Community 
Development Block Grant (CDBG) Program Contract for the 2015 West 
Side Sanitary Sewer Rehabilitation Project (See Resolution No. 2015-88). 

3. Consider setting public hearing on the USDA Rural Development Grant 
Application for September 8, 2015 at 7:00 p.m. 

 
 
INQUIRIES:   
 
 
ADJOURNMENT 



To: Dave Popp, Public Services Director ‐ 
I looked at revising the Supplemental Agreement between the DOT and the City of Grinnell for 
fiscal year FY 2016.   
 
The original Supplemental Agreement that I recently sent for FY 2016 had an attachment that 
provided for the City to maintain US 6 and also Iowa 146 from 11th street then south to the 
north corporate line of I‐80.  The dollar amount in that agreement for Iowa 146 was $32,524.40 
and for US 6 it was $13,072.00.  Or $45,596.40 total. 
 
If Iowa 146 is revised to reflect the old limits, i.e. from 11th street then south to approximately 
the Hy‐Vee drive, the dollar amount of the Supplemental Agreement for FY 2016 would 
become: 
US 6‐‐‐$13,072.00 
Iowa 146‐‐‐$13,672.80.  Or $26,744.80 total. 
 

 
Cy Quick, P.E. 
Iowa DOT District 1 
Des Moines Area Engineer 
2300 S.E. 17th Street 
Grimes, Iowa 50111-6612 
Phone:  986-5729, area code 515 
Cell:  250-3377, area code 515 
Office Fax:  986-5735, area code 515 
LAN Fax:  1-515-817-6637 
eMail:  Cy.Quick@dot.iowa.gov  

 
 











RESOLUTION NO. 2015-88 
 
 

A RESOLUTION AUTHORIZING THE MAYOR AND CITY CLERK TO SIGN 
THE IOWA ECONOMIC DEVELOPMENT AUTHORITY COMMUNITY 
DEVELOPMENT BLOCK GRANT (CDBG) CONTRACT AGREEMENT 
BETWEEN THE CITY OF GRINNELL AND IOWA ECONOMIC DEVELOPMENT 
AUTHORITY FOR THE 2015 WEST SIDE SANITARY SEWER 
REHABILITATION. 
 
 
WHEREAS, the city of Grinnell has been awarded a Community Development 
Block Grant in the amount of $365,480 from the United States Department of 
Housing and Urban Development (HUD) for the 2015 West Side Sanitary Sewer 
Rehabilitation Project; and 
 
WHEREAS, the city of Grinnell and the Iowa Economic Development Authority 
have reviewed and agreed to the terms and conditions within the Community 
Development Block (CDBG) Program Contract; and 
 
NOW THEREFORE BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY 
OF GRINNELL that authorization be given to Mayor Canfield and City Clerk to 
sign the Iowa Economic Development Authority Community Development Block 
Grant (CDBG) Program Contract for the 2015 West Side Sanitary Sewer 
Rehabilitation Project. 
 
PASSED AND APPROVED THIS 17th day of August, 2015. 
 
 
             

GORDON R. CANFIELD, MAYOR  
 
ATTEST: 
 
         
P. KAY CMELIK, CITY CLERK 
 
 
 
 



































PUBLIC MEETING NOTICE 
 

City of Grinnell 
 

 The City of Grinnell will file an application with the USDA Rural Development 
for financial assistance for the development of the city wastewater treatment facilities. A 
public meeting for comments will be held at 7:00 PM on September 8, 2015 at the City 
Council Chambers in the Grinnell Community Center to discuss the proposed project and 
to provide the opportunity for public comment. 
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